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Section 1 : Source Selection Guide

1: Source Selection Guide

1.1 : Introduction

a. Purpose. AMS Policy Section 3 outlines requirements for source selection. This guide
contains additional information about processes and techniques for conducting a competitive
source selection. Using the processes in this guide depends on the circumstances of the
procurement, such as complexity, dollar value, and resources available. You should

apply prudent business judgment to tailor processes to fit the circumstances.

b. Definitions:

« Best Value - A term used during procurement source selection to describe the solution
that is the most advantageous to the FAA, based on the evaluation of price and other
factors specified by FAA.

« Communications - Any oral or written communication between the FAA and offerors
about the aspects of the procurement, including the offerors’

submittals/proposals. Communications may start in the planning phase and continue
through contract award.

» Market survey - Any method used to survey industry to obtain information and
comments and to determine competition, capabilities, and estimate costs.

* Procurement Integrity - Personnel who are involved in a source selection are subject to
the requirements of the Procurement Integrity Act (See T3.1.8, Appendix 1). This Act
and other similar statutes and regulations impose stringent requirements related to
safeguarding of source selection information, contractor bid or proposal information and
other integrity issues. Violation of these requirements could result in civil and/or
criminal penalties.

* Qualification information - Qualifies vendors and establishes qualified vendor lists
(QVLs) for multiple FAA procurements.

* Request for Offer - A request for offer is a request for an offeror to formally commit to
provide the products or services required by the acquisition under stated terms and
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conditions.

« Screening - The process of evaluating offeror submittals to determine either which
offerors/products are qualified to meet a specific type of supply or service requirement,
which offerors are most likely to receive award, or which offerors provide the best value
to the FAA.

« Screening decision - The narrowing of the number of offerors participating in the source
selection process to only those offerors most likely to receive award.

* Screening information request (SIR) - Any request made by the FAA for
documentation, information, or offer for the purpose of screening to determine which
offeror provides the best value solution for a particular procurement.

* Selection decision - The determination by the Source Selection Official to make an
award to the offeror providing the best value to the FAA.

» Service organization - A service organization is any organization that manages
investment resources regardless of appropriation to deliver services. It may be a service
unit, program office, or directorate.

» Source Selection Official (SSO) - The service or product team lead or Director (or
equivalent position) of the requiring organization is the SSO for the procurement under
an investment program subject to the Joint Resources Council (JRC) process (unless the
JRC otherwise designates an SSO). In these formal source selections, the Contracting
Officer (CO) serves as a business advisor to the SSO. For procurements not subject to
the JRC investment-decision process, the Contracting Officer is the SSO.

c. Procurement Integrity. Personnel who are involved in a source selection are subject to the
requirements of the Procurement Integrity Act. This Act and other similar statutes and
regulations impose stringent requirements for safeguarding source selection information,
contractor bid or proposal information and other integrity issues. Violation of these requirements
could result in civil and/or criminal penalties. Become familiar with the prohibitions and
certification requirements of the Act and similar statutes and regulations that may pertain to your
specific acquisition. Direct questions and/or issues regarding procurement integrity policy and
regulations to the legal counsel assigned to the source selection. All personnel involved in the
source selection process are responsible for maintaining the integrity of the

procurement. See 1.10.1, Security Considerations, for safeguards that you should consider
taking to ensure the integrity of your source selection.

1.2 : Getting Started

a. Conducting Procurement Planning. The FAA coordinates and integrates the efforts of all
personnel responsible for a procurement through a comprehensive procurement plan. The
purpose of the plan is to satisfy FAA’s needs in the most effective, economical and timely
manner and should address how FAA will manage the procurement. Procurement planning
should start when FAA identifies a need for supplies and/or services.

b. Performing Market Research. Market research is the first step in procurement planning and is
essential to designing a procurement strategy and identifying candidate evaluation criteria. Itis
the process of collecting and analyzing information about capabilities within the market that can
satisfy FAA’s needs. Market research is key to determining whether a commercial item can
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meet FAA’s needs and to identifying associated commercial practices. Market research will
significantly influence the development of the Performance Work Statement, the selection of
evaluation factors, contracting and source selection methods, and amount and type of
information requested in a SIR. The extent of market research and the degree to which you
should document the results will vary depending on such factors as urgency, estimated dollar
value, complexity, and past experience. In some cases, one person will be able to conduct all of
the required market research. In other cases, a team effort is appropriate.

c. Examples of Market Research Techniques.

* Use general sources of information available from the market place,
Government

sources, and the Internet;

* Contact knowledgeable individuals regarding market capabilities and business
Practices;

* Review the results of recent market research;

* Query Government and/or commercial databases;

* Publish formal requests for information in appropriate technical or scientific
journals or business publications;

* Conduct interchange meetings or hold pre-submittal conferences;

« Participate in interactive, on-line communication; and

* Review catalogs and product literature.

For more information, see T3.2.1.2, Market Research and Analysis.

d. Selecting the Evaluation Methodology. One of the first steps in designing a procurement
strategy is to determine the most effective evaluation methodology to use. In many
procurements, it is in the FAA’s best interest to consider award to other than the lowest price
offeror. Under this process, you evaluate both cost (or price) and non-cost factors and award the
contract to the offeror proposing the combination of factors that represents the best value based
on the evaluation criteria. Consider the non-cost strengths and weaknesses, risks, and the cost
(or price) offered in each proposal. The source selection official (SSO) will select the successful
offeror by applying his/her business judgment to determine the proposal that represents the best
value to the FAA. Low priced, technically acceptable may be best value when the FAA would
not realize any value from a proposal exceeding the FAA’s minimum technical requirements. In
such a case, you may establish certain standards that a proposal must meet to be considered
technically acceptable. The award must then be made to the lowest price, technically acceptable
offeror. In such a scenario, a proposal would not receive any additional credit for exceeding the
established standards.

e. Establishing the Source Evaluation Team (SET).

* Overview. Source evaluation should be a multi-disciplined team effort. The
team should include representatives from appropriate functional areas such as
contracting, technical, logistics, legal, program management, and user
organizations. The size and composition of the SET will vary depending upon the
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requirements of each acquisition. Whether the team is large or small, it should be
structured to ensure teamwork, unity of purpose, and appropriate open
communication among the team members throughout the process.

» Key Members of the Team. In addition to the SSO, and the CO if the CO is not
the SSO (see the distinction in the definition of the SSO at 1.1.c. above), legal
counsel, small business advisors, and technical experts may serve as SSO
advisors. If nongovernmental advisors are part of the team, the SIR should
include notice of nongovernmental participation.

* Roles and Responsibilities of the Source Selection Official and Source
Evaluation Team.

Source Selection Official. The SSO will:

a. Ensure the proper conduct of the source selection
process and make the final source selection
decision.

b. Ensure that the evaluation plan and evaluation
criteria are consistent with the requirements of the
SIR and applicable policy.

c. Concur with the release of the solicitation.

d. Establish the SET and approve the evaluation
plan.

e. Ensure that personnel with the requisite skills,
expertise, and experience to execute the evaluation
plan are appointed to the SET.

f. Approve the downselect determinations.

g. Ensure that conflicts of interest, or the
appearance thereof, are avoided.

h. Ensure that premature or unauthorized disclosure
of source selection information is avoided.

i. Ensure that the source selection process is
conducted in accordance with applicable policy,
laws and regulations.

j. Select the successful offeror and ensure that
supporting rationale is documented in before
contract award.

Source Evaluation Team. The Team will:

a. Conduct a comprehensive review and evaluation
of proposals against the SIR(S)

requirement and the approved evaluation criteria.
b. Draft all SIRs.

c. Select advisors to the team, as necessary.
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d. Ensure an in-depth review and evaluation of each
SIR.

e. Prepare and submit the team evaluation reports to
the SSO.

f. Brief the SSO, as requested.

g. Respond to special instructions from the SSO.

h. Prepare the necessary items for negotiation.

i. Provide information for debriefings of
unsuccessful offerors.

j. Prepare a lessons learned memorandum after
completing the source selection.

Contracting Officer. The Contracting Officer will:

a. Serve as the SSO in most instances (see SSO
definition).

b. Act as the business advisor to the SSO and SET.
c. Coordinate communications with industry and
control written documentation issued to industry.
d. Participate during screening, selection, and
debriefing phases of source selection to ensure fair
treatment of all offerors.

e. Issue letters, public announcements, SIRs, SIR
amendments and other procurement documents.

f. Chair all required debriefings.

Also see T3.2.2.A.7, Source Selection Team responsibilities

» Administrative Support Considerations. A successful source selection requires
careful planning of the administrative requirements needed to support the

SSO. Each acquisition will vary in terms of the administrative support
requirements; however, the following checklist contains some

potential requirements:

» Adequate facilities (to include space for the evaluators and
related meetings and

for discussions with offerors): Consider whether the facilities are
of an adequate

size, capable of segregating committees, comfortable, properly
furnished, secure,

disabled accessible, and close to support services such as copiers,
restrooms, and

eating facilities.

* Security controls, such as identification badges and access
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* Secure storage space for proposals and source selection materials
» Appropriate computer hardware and software and related support
* Adequate telephones, facsimile machines, copiers and/or printing
services located

in secure areas and Audio/ Video Teleconferencing capabilities
that can be secured.

 Adequate office supplies

» Lodging and transportation for personnel on temporary duty.

1.3 : Evaluation Plan

a. Purpose. The evaluation plan is a required and vital planning document that identifies the
goals of the acquisition and describes how to evaluate vendor responses to a SIR and select the
winning offeror(s).

b. Format. Use prudent business judgment to tailor the size and detail of your evaluation plan
based upon the complexity of the acquisition. At a minimum, it should address:

+ SSO and SET members;

* The proposed evaluation factors and subfactors, their relative
importance, and associated standards (Section M);

* Other information related to the source selection.

c. Access to Plan. The plan is source selection information. You must not disclose source
selection information to any person not authorized to receive the information. Normally, only
SET members and personnel from the responsible contracting activity with a need to know are
authorized access to the plan. The SSO must approve access to anyone outside the SET and the
recipient(s) must sign a non-disclosure agreement.

d. Evaluation Plan for Services. Generating the evaluation plan for a services type Source
Selection offers some unique challenges to organizations and to the SSO conducting the
evaluation. As with all source selections, organizations should take great care in providing
qualified personnel to the SSO, knowledgeable in the types of services being acquired.

Also see AMS 3.2.2.3.1.2.3, Receipt/Evaluation of Submittals
1.4 : Screening Information Request (SIR)

a. Purpose. The FAA obtains offers from vendors through the issuance of a SIR. The SIR
includes information necessary for the offerors to understand what the FAA is buying, what
information FAA must provide, and how vendor responses to the SIR will be evaluated. The
success of a procurement is directly linked to the quality of the SIR. A well-written SIR will:

» facilitate a fair competition,
* limit criteria to discriminators that add value,
* clearly detail information required from vendors
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* clearly identify the evaluation and award criteria,
* convey a clear understanding of FAA’s requirements.

b. The SIR Process. For a given procurement, the FAA may make a selection decision after one
SIR, or the FAA may have a series of SIRs (with a screening decision after each one) to arrive at
the selection decision. This will depend on the types of products and services to be acquired and
the specific source selection approach chosen by the service organization. Generally, when
multiple SIRs are contemplated, the initial SIR should request general information, and future
SIRs should request successively more specific information. Initial SIRs need not state firm
requirements, thus allowing the FAA to convey its needs to offerors in the form of desired
features, or other appropriate means. However, firm requirements ultimately will be established
in all contracts.

c. SIR Contents. Each SIR should contain the following information:

* Paper Reduction Act number OMB No. 2120-0595 on the cover
page,

* A statement identifying the purpose of the SIR (request for
information, request for offer, establishment of a QVL and
screening),

* A definition of need,

* A request for specific information (with specific page and time
limitations, if applicable),

* A closing date stating when submittals must be received in order
to be considered or evaluated,

* Evaluation criteria (and relative importance, if applicable),

* A statement informing offerors how communications with them
will be conducted during the screening, and

* An evaluation/procurement schedule (including revisions, as
required).

d. Categories of SIRs.

« Qualification Information. Qualification information, used to qualify vendors and
establish qualified vendor lists (QVLs), should be requested only if it is intended that the
resultant QVL will be used for multiple FAA procurements. Qualification information
screens for those vendors that meet the FAA's stated minimum capabilities/requirements
to be qualified to provide a given product or service. All vendors that meet the FAA's
qualification requirements will be listed on the appropriate QVL for the stated products
or services. Once qualification information is requested, received, and evaluated in
accordance with the evaluation plan, a QVL will be established for the given
product/service. See T3.2.2.3., Complex and Noncommercial Source Selection, for more
information on QVLs.

e Screening Information. Screening information allows the FAA to determine which
offeror(s) are most likely to receive the award, and ultimately which offeror(s) will
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provide the FAA with the best value. The screening information requested in the SIR
should focus on information that directly relates to the key discriminators for the
procurement.

o Request for Offer. A request for offer is a request for an offeror to formally commit to
provide the products or services required by the acquisition under stated terms and
conditions. The response to the request for offer is a binding offer, which is intended to
become a binding contract if/when it is signed by the CO. The request for offer may take
the form of a SIR, a proposed contract, or a purchase order.

e. Changes in SIR Requirements. If, after release of a SIR, there is a change in the FAA's
requirement(s), all offerors competing at that stage should be advised of the change(s) and
afforded an opportunity to update their submittals accordingly. The SSO has authority to waive
a requirement at any time after release of a SIR, without notifying other offerors where the SIR
states that offeror specific waiver requests will be considered, and the waiver does not affect a
significant requirement that changes the essential character or conditions of the procurement.

f. Common Problems.

« Inconsistency Between the SIR and Related Documents - It is
critical that there be alignment between the SIR and related
documents. It is particularly important that there be consistency
between the evaluation plan and the SIR.

« Inconsistency Within the SIR - Particularly troublesome are
inconsistencies between the descriptions of the FAA’s
requirements, instructions on how to prepare a proposal, and
information related to the evaluation factors and sub-

factors. These inconsistencies may result from different groups of
people developing the different SIR sections without proper
coordination. Such inconsistencies can result in less advantageous
offers, necessitate changes to the SIR, cause delays in the
acquisition, lead to offerors losing confidence in the process, or
result in litigation.

* Requesting Too Much Information from Vendors - The
instructions for preparing and submitting proposals are critical to
an acquisition. There is a link between SIR requirements and
objectives, each evaluation factor and subfactor and the SIR
preparation instructions. Request only the essential information
needed to evaluate SIRs against the evaluation factors and
subfactors. Do not ask for information you do not intend to
evaluate. Instructions that require voluminous information can
cause potential offerors to forego responding to the solicitation in
favor of a less costly business opportunity. Furthermore,
excessively large proposals may increase the time and costs
associated with performing the evaluation. Proposal page
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limitations are encouraged, but need to be clearly defined and
tailored to the needs of the acquisition. Focus exclusively on
discriminators. Failure to do so compromises the ability to identify
the best proposal.

« Unnecessary Use of Design Requirements - The way you present
the FAA’s requirements in the SIR can have a significant impact
on a source selection using the tradeoff process. Use of detailed
design requirements or overly prescriptive statements

of work severely limit the offerors’ flexibility to propose their best
solutions. Instead, you should use functional or performance-
based requirements to the extent practicable. While it may be
more difficult to develop evaluation criteria and conduct the
evaluation process using this approach, the benefits warrant it.
These benefits include increased competition, access to the best
commercial technology, better technical solutions, and fewer
situations for protests.

g. Ways to Improve the SIR

A multi-disciplined team should develop the SIR. The members should be
stakeholders in the acquisition and should continuously coordinate with each
other to ensure consistency of the document.

* Promote understanding of the FAA’s requirements through communications
with industry. This can be accomplished through use of various communication
forums such as Contract Opportunities notices, briefings for industry, one-on-one
meetings or conferences with potential offerors.

* Information technology facilitates distribution of the SIR and associated
documents.

* Depending on your requirements, you may find it beneficial to use oral
presentations (See 1.11).

1.5 Communications with Offerors

a. Policy Overview. Communications with all potential offerors should take place throughout the
source selection process. During the screening, selection, and debriefing phases of source
selection, communications are coordinated with the Contracting Officer. All SIRs should clearly
inform offerors how communications will be handled during the initial screening phase.

b. The purpose of communications is to ensure there are mutual understandings between the
FAA and the offerors about all aspects of the procurement, including the offerors' submittals/
proposals. Information disclosed as a result of oral or written communication with an offeror
may be considered in the evaluation of an offeror's submittal(s).

To ensure that offerors fully understand the intent of the SIR (and the FAA's needs stated
therein) the FAA may hold a pre-submittal conference and/or one-on-one meetings with
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individual offerors. One-on-one communications may continue throughout the process, as
required, at the discretion of the service organization. Communications with one offeror do not
necessitate communications with other offerors, since communications will be offeror-specific.
Regardless of the varying level of communications with individual offerors, the CO should
ensure that such communications do not afford any offeror an unfair competitive advantage.
During these and future communications, as applicable, the FAA should encourage offerors to
provide suggestions about all aspects of the procurement (AMS 3.2.2.3.1.2.2).

c. Communications may necessitate changes in the FAA's requirements or screening information
request (see AMS 3.2.2.3.1.2.4.). Where communications do not result in any changes in the
FAA's requirements, the FAA is not required to request or accept offeror revisions. The use of
technical transfusion is always prohibited. Technical leveling, and auctioning techniques are
prohibited, except in the use of non-complex competition techniques (see AMS 3.2.2.5.3).

1.6 Evaluation Factors and Subfactors, Weights, Numerical and Adjectival Ratings
a. Evaluation Factors and Subfactors

(1) Overview. You must place the evaluation factors and subfactors from the
evaluation plan into Section M (or equivalent) of the SIR. You will use the
factors and subfactors to select the response that represents the best value to the
FAA. The factors and sub-factors give the offerors an insight into the significant
considerations that you will use in selecting the best value offer and help them to
understand the source selection process. Selecting the correct evaluation factors
and subfactors is the most important decision in the evaluation process. Structure
the evaluation factors and subfactors and their relative importance to clearly
reflect the needs of your acquisition.

(2) Factors and subfactors :

* Are definable and measurable in readily
understood quantitative and/or qualitative terms,
* Represent the key areas of importance and
emphasis to be considered in the source selection
decision, and

* Are limited to the essential elements that will
enable you to distinguish among

the information/offers; i.e., will be true
discriminators.

(3) Structure of Evaluation Factors. Common evaluation factors
are cost (or price), technical, past performance, and small business
participation. Additionally, as appropriate, you may have other
evaluation factors and/or may use one or more levels of subfactors.
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(4) Steps Involved in Formulating Evaluation Factors and
Subfactors

» Conduct market research as a starting point for
development of criteria in order to maximize
competition.

* Brainstorm critical factors and subfactors.

* Identify key discriminators.

* Define the discriminators as evaluation factors and
subfactors and their relative order of importance.

* Assess feedback during SIR(s)

(5) Evaluation Weights. You must assign relative importance to
each evaluation factor and subfactor. Tailor the relative
importance to your specific requirements. Use priority statements
to express the relative importance of the evaluation factors and
subfactors. Priority statements relate one

evaluation factor (or subfactor) to each of the other evaluation
factors (or subfactors).

(6) Sample Priority Statement. “Technical is the most important
factor and is more important than all of the remaining factors
combined. Technical is significantly more important than Past
Performance. The Past Performance Factor is more important
than the Cost Factor and the Small Business Participation Factor
combined. The Cost Factor is more important than the Small
Business Participation Factor.”

b. Numerical and Adjectival Ratings. When using the tradeoff process, you
evaluate the non-cost portion(s) of the offer and associated performance and
proposal risks using numerical or adjectival ratings . The success of an evaluation
is not so much dependent upon the type(s) of ratings used, but rather on the
consistency with which the evaluators use them. For this reason, adjectival
ratings must include definitions for each rating so that the evaluators have a
common understanding of how to apply them.

c. Result of Proposal Evaluation. At the end of an evaluation, the result must be
that each factor and sub-factor are evaluated, the merits and risks of a proposal are
documented and numerical or adjectival ratings, when appropriate, are assigned.

1.7 The Evaluation Process

a. Overview. The SET will perform an in-depth, systematic evaluation of the evaluation factors
and subfactors set forth in the SIR(S). Using the evaluation factors and subfactors will facilitate
an equitable, impartial, and comprehensive evaluation against the SIR(s). While the specific
evaluation processes and tasks will vary, the basic objective remains constant -- to provide the
SSO with information to make an informed and reasoned selection. Towards this end, the
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evaluators will identify deficiencies, strengths, and weaknesses. It is imperative that there be an
orderly method for the identification, reporting, and tracking deficiencies, strengths, and
weaknesses. Using evaluation forms can ease the administrative burden associated with these
tasks. Whatever method you use, it is important that you support the evaluation findings with
narrative statements. All evaluations must be documented. Ratings alone are not conclusive
data upon which to make a source selection decision. Also, all determinations relating to
changes in requirements after release of the SIR must be documented in the evaluation report.

b. Conduct Pre-proposal Training. Prior to receipt of proposals, each evaluator should become
familiar with all pertinent documents; e.g., the SIR, evaluation plan, and ratings. You should
conduct training that includes an overview of these documents and the source selection process,
with training on how to properly document each proposal’s strengths, weaknesses, deficiencies
and risks. Training should match the contents of this guide and should also include ethics
training and the protection of source selection information. This training is especially crucial
when there are evaluators with no prior experience. When using the tradeoff process,
identification of strengths, weaknesses, risks, and deficiencies is crucial because: The
Contracting Officer will consider these items when determining the next step in the source
selection process. They provide the framework for any resultant deliberations and

debriefings. Specific information on the relative strengths and weaknesses is the basis for
tradeoff analysis and the source selection decision. Proposals containing deficiencies are
ineligible for award unless the deficiencies are resolved.

c. Past Performance Evaluations

The past performance evaluator(s) assess the performance risk associated with each

proposal. The final assessment describes the degree of confidence you have in the offeror’s
probability/likelihood of successful contract performance based on that offeror’s demonstrated
record of performance under similar contracts. See T3.2.2.A.3.c. for guidance on evaluating past
performance.

d. Cost (or Price) Evaluations

For fixed priced contracts, the evaluation can be as simple as consideration of adequate price
competition and ensuring prices are fair and reasonable. Fixed priced contracts also should be
evaluated as to their appropriateness (i.e., consider market prices, appropriate risk and the
possibility of a “buy-in”) as to what is being offered. For cost-reimbursement contracts, you
analyze the offerors’ estimated costs for both realism and reasonableness. The cost realism
analysis enables you to determine each offeror’s most probable cost of performance. This
precludes an award decision based on an overly optimistic cost estimate. Additionally, whenever
you perform cost analysis, you also perform profit or fee analysis. See T3.2.3 for guidance on
cost and price methodology.

1.8 Selection and Award

a. Overview. After the evaluators complete their final evaluation, the results of the evaluation
will be presented to the SSO. The SSO may either:

» Make a selection decision (see below);
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» Make a screening decision by screening those offerors
determined to be most likely to receive award, thus continuing the
screening phase;

» Amend and re-open to initial offerors; or

* Cancel the procurement.
See AMS 3.2.2.3.1.2.5 for details on the SSO decision-making process.

b. Presenting the Evaluation to the SSO. The SET is responsible for preparing the
documentation of the evaluation for presentation to the SSO. The SSO will use this
documentation as an aid when making a decision based upon exercising prudent business
judgment as to which proposal represents the "Best Value." At the request of the SSO, the SET
can present the evaluation results by means of one or more briefings.

c. The Source Selection Decision. The SSO must document his/her rationale for selecting the
successful offeror. The source selection decision document should explain how the successful
proposal compared to other offerors’ proposals based on the evaluation factors and subfactors in
the solicitation and should discuss the judgment used in making tradeoffs. In the event that the
SSO disagrees with a finding(s) of the SET, the SSO’s rationale is part of the decision
document. When the SSO determines that the best value proposal is other than the lowest-priced
proposal, the decision document justifies paying a price premium regardless of the superiority of
the proposal's non-cost rating. The justification clearly states what benefits or advantages the
FAA is receiving for the added price and why it is in the FAA's interest to expend the additional
funds. This justification is required even when the SIR indicates that non-cost factors are more
important than cost (or price). The SSO should consult with legal counsel in review of the
source selection decision document to assure that the decision clearly articulates the business
judgment of the SSO.

d. Awarding the Contract. After the SSO signs the source selection decision document, the
Contracting Officer will execute and distribute the contract(s). (Congressional notification may
be required - see T3.13.1.A.3).

1.9 Award Notification and Debriefing of Offerors/Lessons Learned

a. Overview. The Contracting Officer notifies all offerors who participated in the competitive
process that within three working days from receipt of award notification they may request a
debriefing (AMS 3.2.2.3.1.4 ). Because each offeror puts considerable resources into preparing
and submitting a proposal, fairness dictates that you promptly debrief offerors and explain why a
proposal was unsuccessful. Timely and thorough debriefings increase competition, encourage
offerors to continue to invest resources in the Government marketplace, and enhance the
Government’s relationship and credibility with industry.

b. Purposes of a Debriefing. A debriefing:
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* Explains the rationale for the offeror’s exclusion from the
competition or non-selection for award;
* Instills confidence in the offeror that it was treated fairly;
« Assures the offeror that appropriately qualified personnel
evaluated their proposal in accordance with the SIR and applicable
laws and regulations;
* Identifies strengths and weaknesses in the offeror’s proposal so
the offeror can prepare better proposals in future FAA
procurements;
* Reduces misunderstandings and reduces the risk of protests; and
* Gives the offeror an opportunity to provide feedback regarding
the SIR process, communications, and the source selection.

A debriefing is not:
* A page-by-page analysis of the offeror’s proposal;
* A point-by-point comparison of the proposals of the debriefed
offeror and other offerors; or
* A debate or defense of the FAA's award decision or evaluation
results.

The debriefing must not reveal any information prohibited from disclosure or
exempt from release under the Freedom of Information Act.

c. Notification of Debriefing. You should inform the offeror of the scheduled debriefing date by
electronic means with immediate acknowledgment requested. If the offeror requests a later date,
you should require the offeror to acknowledge in writing that it was offered an earlier date, but
requested the later date instead. This procedure will protect the FAA's interests if the offeror
subsequently files a protest.

d. Debriefing Methods and Location. You debrief one unsuccessful offeror at a time. The
Contracting Officer selects the method and location of the debriefing. Although face-to-face
debriefings are frequently used, you may also conduct a debriefing by telephone or electronic
means acceptable to the offeror and FAA. It may be burdensome for an offeror to attend in
person and the needs of the offeror should be afforded due consideration. Likewise, if some of
the FAA personnel are located at an installation other than where the debriefing will be
conducted, they may participate by telephone or videoconference. You may provide an advance
copy of the debriefing to the offeror and allow the offeror to provide written questions for the
Government to review prior to the face-to-face, telephone, or video teleconference debriefing.

e. Attendees.

* FAA Personnel. The Contracting Officer chairs and controls the
debriefing and selects FAA attendees. It is important for
appropriate FAA personnel attend so that it is a meaningful
debriefing. The Contracting Officer may rely on Source
Evaluation Team to address specialized areas of the offerors’
proposals. Legal counsel may participate in preparation of the
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debriefing. Also, legal counsel should attend the debriefing when
the offeror’s legal counsel will attend. In the event there are
indicators that a protest is likely, inform your legal

counsel. However, the Contracting Officer must not deny a
debriefing because a protest is threatened or has already been filed.
* Debriefed Offeror Personnel. The Contracting Officer should
ask an offeror to identify all of the firm’s individuals by name and
position that will attend the debriefing. Normally, do not restrict
the number of personnel the debriefed offeror may bring unless
there are space limitations.

f. Preparing for a Debriefing. The extent of preparation necessary varies considerably with the
complexity of each acquisition. Sometimes, merely preparing debriefing charts is

sufficient. Other times, a written script and dry run rehearsals may be beneficial. Because
debriefings are time sensitive, preparation may begin before proposal evaluation is complete.
Source Evaluation Team members may assist in preparing debriefing materials. The Contracting
Officer should brief all FAA personnel who will attend the debriefing on their roles during the
debriefing.

g. Handling Questions. As a general rule, you should not answer questions “on the fly.” Ideally
you should get all questions in writing. Hold a caucus to formulate a response before providing
an answer. At the end of the debriefing advise the offeror that the debriefing is officially
concluded. At the discretion of the Contracting Officer, you may answer gquestions submitted by
the offeror subsequent to the date on which the debriefing was conducted. However, in such
cases, you must advise the offeror that the information is not considered part of the official
debriefing (thereby not impacting the protest time period).

h. Other Information to Ensure a Meaningful Debriefing.
In a post-award debriefing, you disclose:

* The evaluation rating and significant strengths and weaknesses of the
debriefed offeror’s proposal.

* The debriefed offeror’s total evaluated price/cost and the awardee’s total
evaluated price/cost.

* A general summary of the rationale for the award decision.

i. Lessons Learned Memorandum. A lessons learned memorandum is a valuable tool to relay its
procurement experiences to other FAA acquisition personnel. The memorandum should
highlight issues/processes that had a significant impact on the procurement. Changes that could
be made to ensure a more comprehensive evaluation and/or more timely award should also be
addressed.

1.10 Security and Personnel Considerations
1.10.1 Security Considerations
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a. Release of Source Selection Information. The Procurement Integrity Act precludes individuals
from knowingly disclosing source selection information and contractor bid or proposal
information before award of a Federal contract to which the information relates. However, the
SSO is authorized to approve release of source selection information to other authorized
Government officials that have signed a non-disclosure statement providing the release would
not jeopardize the integrity or successful completion of the procurement (when the release is
after issuance of the solicitation, but prior to contract award).

b. Security Briefing. Ensure all attend a security briefing that emphasizes that each
Source Evaluation Team member:

» Is responsible for security of the evaluation and proposal
materials and other source selection and proprietary information
related to the procurement;

+ Should be knowledgeable of, and adhere to, governing security
procedures and regulations;

*Will not discuss, communicate, or otherwise deal on matters
related to the source selection with any individual not assigned to
the SSO, or Contracting Officer, as applicable (see above), and
then only within appropriately secure areas; and

*Will challenge the presence of any apparent unauthorized
individual within the SET's physical location.

c. Required Certificates and Reports. Each Source Evaluation Team member (including support
personnel) must sign a certificate(s) that addresses nondisclosure of information, conflicts of
interest, and rules of conduct.

d. Handling of Source Selection Materials. Handle proposal and evaluation material in a manner
consistent with “For Official Use Only” or, as appropriate, a higher security

classification. Establish sufficient safeguards to protect the material whether it is in the
possession of the Source Evaluation Team members or it is being disseminated, reproduced,
transmitted, or stored. Additionally, establish appropriate procedures for disposal (e.g.,
shredding or burn bag disposal) of the material when it is no longer required. See T3.13.1.A.7
Records Retention, and FAA Order 1350.15C Records Organization, Transfer and Destruction
Standards.

e. Security of Physical Facilities. In more complex source selections, you may need to establish
procedures to ensure the security of the source selection physical facilities. These procedures
may include:

* Requiring identification to access the area and requiring
authorized visitors (e.g.,maintenance/service personnel) to sign in
and out;

* Ensuring access points to the facilities are either manned at all
times by a representative of the Source Evaluation Team or are
kept locked (with appropriate key or password control procedures);
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* Approving visitors to the facilities; and
« Conducting security inspections and spot checks.

f. Responsibilities. All Source Evaluation Team members are responsible for the security of
source selection information. In complex source selections, it may be beneficial to designate
certain members of the Source Evaluation Team to oversee and/or perform security control
functions. These duties may be collateral duties or full-time duties of the team member.

1.10.2 Personnel Considerations

a. Experience, Education and Skills. A key to selection of personnel is identification of the
experience, education, and business and technical skills required of personnel at all levels of the
Source Evaluation Team. Define the required skills and experience with enough flexibility to
allow substitution of training for experience. Source selection training methods include formal
classes, on-the-job training, study of available source selection documents, and briefings by
people with source selection experience.

b. Hierarchy of Source Selection Expertise

» Look within own organization for expertise.

* Export key personnel to an organization with expertise in source
selection to participate and learn.

* Hire contractor experts to augment the Source Evaluation Team

assuring there is no organizational conflict of interest.

» If necessary bring in expertise from outside of own organization.
* [f expertise does not exist then move acquisition elsewhere.

c. Freedom from Bias or Conflict of Interest. SSO members must not have any biases or
conflicts of interest that would impact the source selection process. Financial interests in
offerors and employment discussions with offerors are examples of conflicts of interests that
would preclude an employee from participating in a source selection.

d. Support Personnel. Once you identify the primary evaluation team, determine if support
personnel may be desired or required. Examples of such personnel are:

* Administrative assistant; secretarial support, administrative
support (e.g., for briefing charts, evaluation worksheets, etc.),
» Security custodians and special security (“eyes only" messages)
personnel,

* Librarian/document-control personnel,

* Reproduction support,

* Visual aids and/or video support personnel,

* Information technology support,

* Transportation support,

* Property support, and

* Budget personnel.
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1.11 Oral Presentations

a. Introduction. Oral presentations (sometimes referred to as oral proposals) allow offerors to
verbally present information that they would normally provide in writing. You can conduct oral
presentations in person or via video teleconference. However, a videotaped presentation does
not constitute an oral presentation because it does not represent a real-time exchange of
information. Oral presentations may be beneficial in a variety of acquisitions. They are most
useful when the requirements are clear and complete and are stated in performance or functional
terms. Oral presentations are ideal for gathering information related to how qualified the offeror
is to perform the work, how well the offeror understands the work, and how the offeror will
approach the work.

b. Scope of the Oral Presentation. Before you can decide if oral presentations are appropriate for
a given acquisition, you must select the evaluation factors and subfactors. Then decide whether
the information you need to evaluate these criteria can be better presented orally or in writing or
through a combination of both means. You cannot incorporate oral statements in the contract by
reference, so any information you want to be made part of the contract needs to be submitted in
writing. At a minimum, the offeror must submit certifications, representations, and a signed
offer sheet (including any exceptions to the FAA’s terms and conditions) in

writing. Additionally, as a rule of thumb, the offeror must submit other hard data ("facts™), such
as pricing or costing data and contractual commitments, as part of the written proposal. Oral
presentations can convey information in such diverse areas as responses to sample tasks,
understanding the requirements, experience, and relevancy of past performance. Require
offerors to submit their briefing materials in advance of the presentations. This will allow FAA
attendees an opportunity to review the materials and prepare any associated questions.

c. Request for Proposal Information. If oral presentations are appropriate, you must notify
offerors in the SIR that the FAA will use oral presentations to evaluate and select the

contractor. The proposal preparation instructions must contain explicit instructions and guidance
regarding the extent and nature of the process that will be used. Discourage elaborate
presentations since they may detract from the information being presented. At a minimum,
include the following information in the SIR:

* The types of information the offeror must address during the oral
presentations and how they relate to the evaluation criteria,

* The required format and content of the presentation charts and
any supporting documentation,

* Any restrictions on the number of charts or the number of bullets
per chart and how you will handle material that does not comply
with these restrictions,

* The required submission date for the presentation charts and/or
materials,

* The approximate timeframe when the oral presentations will be
conducted and how you will determine the order of the offerors’
presentations,

* Whether any rescheduling will be permitted if an offeror requests
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a change after the schedule has been established,

* The total amount of time each offeror will have to conduct their
oral presentation,

* Who must make the presentation and a requirement that the
offeror provide a list of names and position titles of the presenters,
» Whether the presentation will be video or audio taped,

* The location of the presentation site and a description of the site
and resources available to the offeror,

* Any rules and/or prohibitions regarding equipment and media,

* How you will treat documents or information referenced in the
presentation material but never presented orally,

* Any limitations on FAA-offeror interactions during and after the
presentation,

» Whether the presentation will constitute discussions,

* Whether you will use the information in the oral presentation
solely for source selection purposes or whether such information
will become part of the contract (which will require a subsequent
written submission of that information), and

» Whether the offeror should include any cost (or price) data in the
presentation.

d. Timing and Sequencing. Since preparing and presenting an oral presentation involves time
and expense, you do not want to require offerors who are not likely to be serious candidates for
award to have to conduct oral presentations. This can be an important consideration with small
businesses. When this is a concern, establish the serious candidates for award prior to oral
presentations and clearly articulate in the SIR the methodology for doing so. The Contracting
Officer will often draw lots to determine the sequence of the offerors’ presentations. The time
between the first and the last presentation should be as short as possible to minimize any
advantage to the offerors that present later.

e. Time Limits. Establish a total time limit for each offeror’s presentation. It is not advisable to
limit the time for individual topics or sections within the presentation; this detail is the
presenter’s responsibility. If you are planning a question and answer session, exclude it from the
allotted time and set a separate time limit for it. There is no ideal amount of time to be allotted.
Make this decision using prudent business judgment based upon the complexity of the
acquisition and your own (or others’) experience and lessons learned.

f. Facility. Usually you will want to conduct the presentations at a facility you can control. This
helps guard against surprises and ensures a more level playing field. However, nothing
precludes you from conducting an oral presentation at an offeror's facility. This may be more
efficient if site visits or other demonstrations are part of the source selection. If you are using a
Government-controlled facility, make it available for inspection and, if warranted, a practice
session. Allowing offerors to get acquainted with the facility will help ensure that it does not
detract from the presentation content.
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g. Recording the Presentations. Having an exact record of the presentation could prove useful
both during the evaluation process and in the event of a protest or litigation. You can record the
oral presentations using a variety of media; e.g., videotapes, audio tapes, written transcripts, or a
copy of the offeror’s briefing slides or presentation notes. The SSO is responsible for
determining the method and level of detail of the record. If you use videotaping, allow for the
natural behavior of the presenters. If slides or view graphs are used, the camera should view
both the podium and screen at the same time. Place the microphones so that all communications
can be recorded clearly and at adequate volume. Every effort should be made to avoid letting the
recording become the focus of the presentation. The recording, which is considered source
selection information, will become part of the official record. Provide a copy to the offeror and
seal and securely store the master copy of the recording to ensure there are no allegations of
tampering in the event of a protest or court action.

h. FAA Attendance. The Contracting Officer should chair every presentation. All of the FAA
personnel involved in evaluating the presentations should attend every presentation.

i. Presenters. The offeror’s key personnel who will perform or personally direct the work being
described should conduct their relevant portions of the presentations. Key personnel include
project managers, task leaders, and other in-house staff of the offeror’s or their prospective key
subcontractors’ organizations. This will avoid the oral presentation becoming the domain of a
professional presenter, which would increase costs, detract from the advantages of oral
presentations, and adversely affect small businesses.

J. Reviewing the Ground Rules. Prior to each presentation, the Contracting Officer should review
the ground rules with the attendees. This includes discussing any restrictions on FAA-offeror
information exchanges, information disclosure rules, documentation requirements, and
housekeeping items. These ground rules should also be included in the solicitation. If you are
using a quiz as part of your evaluation, the Contracting Officer needs to discuss the related
ground rules. For example, can the offeror caucus or contact outside sources by cell phone
before answering? Avoid too much control and regulation since it will inhibit the exchange of
information. However, if you intend to avoid discussions, the Contracting Officer should control
all exchanges during the presentation.

k. Evaluation of Presentations. Evaluations should be performed immediately after each
presentation. Using preprinted evaluation forms will help the evaluators collect their thoughts
and impressions. Remember, even if you use preprinted forms, evaluators have to provide the
rationale for their conclusions.

New Content: Procurement Guidance:
T3.2.2 - Source Selection

Appendix

Section 1 : Source Selection Guide

1.1 Introduction
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a. Purpose. AMS Policy Section 3.2.2 outlines requirements for source selection. This guide
contains additional information about processes and techniques for conducting a competitive
source selection. The Contracting Officer (CO) should use business judgment to tailor source
selection based on factors such as complexity, dollar value, urgency, and resources available.

b. Procurement Integrity. The Procurement Integrity Act applies to personnel involved in source
selection. This Act and other similar statutes and regulations impose stringent requirements for
safeguarding source selection and contractor proposal information, and other integrity issues.
There are civil and criminal penalties for violating these requirements. All personnel involved in
the source selection process must maintain the integrity of the procurement, and

should understand the prohibitions and certification requirements of the Act and similar statutes
and regulations. Any questions or other issues regarding procurement integrity should be
directed to legal counsel assigned to the source selection.

c. Bias or Conflict of Interest. Personnel involved in the source selection must not have any bias
or conflict of interest that would impact the source selection. Financial interests in offerors or
employment discussions with offerors are examples of conflicts of interests that would preclude
an employee from participating in a source selection.

1.2 Getting Started

a. Procurement Planning. Procurement planning should start when FAA identifies a need for
supplies or services. Early and effective planning helps ensure needs are satisfied with the right
product or service and at the right time.

b. Market Research. Market research is the first step in procurement planning. It is the process
of collecting and analyzing information about capabilities, products, services, or practices within
the marketplace. Information from market research shapes a procurement strategy and other
aspects of a procurement, such as the statement of work, evaluation factors, contract type, and
the amount and type of information to be requested in a screening information request

(SIR). The extent and degree to which you should document the results of market research
varies, based on factors such as urgency, estimated dollar value, complexity, and past
experience. In some cases, one person can conduct market research but for more complex
requirements, a team effort may be appropriate. (See AMS Procurement Guidance T3.2.1.2,
Market Research and Analysis, for more information)

c. Source Evaluation Team (SET). Source evaluation should be a multi-disciplined, team
effort. As appropriate, the team should include representatives from functional areas such as
contracting, program/technical, legal, logistics, and user organizations. The size and
composition of the SET varies, depending on the nature of requirement. Whether the team is
large or small, it should be structured to ensure teamwork, unity of purpose, and appropriate
communication among the team members throughout the process. A key to selecting personnel
is identifying experience, education, and business and technical skills required for the
evaluation. Required skills and experience should be defined with enough flexibility to allow
substitution of training for experience.
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d. Support Personnel. Once the primary evaluation team is identified, additional support
personnel may be desired or required. Examples of such

personnel include administrative support, librarian/document-control personnel, and information
technology support.

e. Key Members and Responsibilities.
(1) Source Selection Official. The SSO:

o Ensures the selection process is conducted properly and according to
applicable policies and laws

o Establishes the SET and ensures the team has the skills, expertise, and
experience to perform the evaluation

« Ensures actual or apparent conflicts of interest are avoided

o Ensures premature or unauthorized disclosure of source selection
information is avoided

o Approves the evaluation criteria and plan,and ensures the SIR is consistent
with both

e Concurs with the CO’s decision to release the SIR (if the SSO is other
than the CO)

e Makes down-select decisions

e Makes the final source selection decision for an award, and ensures the
rationale is documented before contract award

(2) Source Evaluation Team. The team:

« Drafts evaluation criteria and plan

o Drafts SIRs and ensures an in-depth review of each SIR

e Selects advisors to the team, as necessary

o Conducts a comprehensive review and evaluation of proposals against SIR
requirements and the approved evaluation criteria

o Prepares the necessary items for discusions with offerors, if applicable

o Prepares and submits the evaluation reports to the SSO

o Briefs the SSO, as requested

« Responds to special instructions from the SSO

e Provides information for debriefings of unsuccessful offerors

o Prepares a lessons learned memorandum after completing the source
selection

(3) Contracting Officer. The CO:

o Serves as the SSO (unless otherwise designated)

e Acts as the business advisor to the SSO (if not the SSO)

e Coordinates and controls communications with vendors and issues written
communication to vendors
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o Participates during screening, selection, and debriefing phases of source
selection to ensure fair treatment of all offerors

e Issues letters, public announcements, SIRs, SIR amendments and other
procurement documents

o Chairs all required debriefings

f. Advisors. The CO serves as a business advisor to the SSO (if the CO is not

the SSO). Additionally, legal counsel, technical experts, or small business specialists may advise
the SSO. If non-Governmental advisors are part of the SET, the SIR must include notice about
their participation in the evaluation. Non-Government advisors must not have any organizational
conflict of interest.

g. Required Certificates. The SSO and each SET member (including support personnel and
advisors) must sign nondisclosure of information and conflict of interest certificates.

h. Administrative Considerations. Each procurement varies, but administrative needs may
include facilities for evaluators and discussions with offerors, securable storage space for source
selection materials, and other items such as computers, special software, phones, copiers, etc..

i. Handling Source Selection Information.

(1) SET members must handle proposal and evaluation material in a manner consistent
with “For Official Use Only” or, as appropriate, a higher security classification. The SET
should establish sufficient safeguards to protect the material whether it is in their
possession or it is being disseminated, reproduced, transmitted, or

stored. Additionally, procedures should be established for proper disposal of the material
when it is no longer required. (See AMS Procurement Guidance T3.13.1.A.7, Records
Retention, and FAA Order 1350.15C Records Organization, Transfer and Destruction
Standards).

(2) The Procurement Integrity Act precludes individuals from knowingly disclosing
source selection information and contractor bid or proposal information before award of a
contract to which the information relates. However, the SSO may authorize release of
source selection information to other authorized Government personnel who have signed
a non-disclosure statement, provided the release would not jeopardize the integrity or
successful completion of the procurement (when the release is after the SIR is issued, but
before contract award).

J. Security Responsibilities. All SET members are responsible for the security of source selection
information. In complex source selections, it may be beneficial to designate members of the SET
to oversee and perform security control functions. Security procedures may also be needed

for the source selection physical facilities, such as a sign in and out log, identification to access
the area, visitor (e.g.,maintenance/service personnel) control, or key or card control access. A
security briefing for the SET may be used to emphasize that each member:
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« Isresponsible for security of the evaluation and proposal materials and other
source selection and proprietary information related to the procurement

o Is knowledgeable of, and will adhere to, governing security procedures and
regulations

« Will not discuss, communicate, or otherwise deal on matters related to the source
selection with any individual not assigned by the SSO, and then only within
appropriately secure areas

o Will challenge any apparent unauthorized person within the physical location of
the evaluation

1.3 Evaluation Plan and Selection Methodology

a. Evaluation Plan. The evaluation plan outlines the people, schedule, process, criteria and
other information relevant to evaluating offeror responses to a SIR, and the basis for selecting an
offeror for award. It is approved before receiving responses to a SIR requesting screening or
qualification information. The evaluation plan is source selection sensitive information, so it
must not be disclosed it to anyone not authorized by the SSO to receive the information. The
size and detail of the evaluation plan is based on the complexity of the procurement, but at a
minimum it includes:

o Name of the SSO and SET members

« Evaluation factors, relative importance of factors, and standards for rating offerors
against the factors (SIR section M)

« Basis for selection and award

b. Selection Methodology. Designing a procurement strategy includes an effective evaluation
methodology. Depending on the circumstances, it may be in FAA's best interest to either:

(1) Award to other than the lowest-priced offeror. Under this method, both cost/price and
non-cost/price factors are assessed based on the evaluation criteria, and the SSO

selects the offeror proposing a combination of these factors representing the best value to
FAA. The SSO considers non-cost strengths and weaknesses, risks, and cost/price for
each offeror and applies business judgment to select the offeror representing the best
value.

(2) Award to the lowest-priced, technically acceptable offeror. This method may be the
best value when FAA would not realize any value from a proposal exceeding minimum
technical requirements. The SIR establishes certain standards that an offeror must meet
to be considered technically acceptable. An offeror does not receive any additional credit
for exceeding the established standards. The award is then made to the lowest-priced,
technically acceptable offeror.

1.4 Screening Information Request (SIR)

a. Purpose. The FAA obtains information and offers from vendors through a SIR. The SIR
includes information necessary for offerors to understand what FAA is buying, what information
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to provide, and how responses will be evaluated. The success of a procurement is directly linked
to the quality of the SIR. A well-written SIR:

o Facilitates a fair competition

o Limits criteria to discriminators that add value

e Clearly details information required from vendors

e Clearly identifies evaluation and award criteria

e Conveys a clear understanding of FAA’s requirements

b. The SIR Process. For a given procurement, FAA may make a selection decision after one
SIR, or may have a series of SIRs (with a screening decision after each one) to arrive at the
selection decision. This process depends on the types of products or services to be acquired and
the specific source selection approach. Generally, when multiple SIRs are contemplated, the
initial SIR should request general information, and subsequent SIRs should request successively
more specific information. Initial SIRs need not state firm requirements, thus allowing FAA to
convey its needs to offerors in the form of desired features, or other appropriate means.
However, firm requirements ultimately are established in all contracts.

c. SIR Contents. Each SIR should contain the following information:

o Paper Reduction Act number on the cover page

o A statement identifying the purpose of the SIR (request for information, request for offer,
establishment of a QVL or screening)

e A definition of need

o Arrequest for specific information (with specific page and time limitations, if applicable)

o A closing date stating when submittals must be received in order to be considered or
evaluated

« Evaluation criteria (and relative importance, if applicable)

« A statement informing offerors how communications with them will be conducted during
the screening

e An evaluation/procurement schedule (including revisions, as required)

d. Categories of SIRs.

(1) Qualification Information. Qualification information, used to qualify vendors and
establish qualified vendor lists (QVLs), should be requested when a resultant QVL will
be used for multiple FAA procurements. Qualification information screens those
vendors meeting FAA's stated minimum capabilities / requirements to provide a
particular product or service. Once qualification information is requested, received, and
evaluated according to the evaluation plan, a QVL is established for the given
product/service and vendors meeting FAA's qualification requirements are listed on

the QVL. (See AMS Procurement Guidance T3.2.2.3. for more information on QVLs.)

(2) Screening Information. Screening information allows FAA to determine which
offeror(s) are most likely to receive the award, and ultimately which offeror(s) will
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provide FAA with the best value. The screening information requested in the SIR should
focus on information that directly relates to the key discriminators for the procurement.

(3) Request for Offer. A request for offer is a request for an offeror to formally commit to
provide the products or services required by FAA under stated terms and conditions. The
response to the request for offer is a binding offer, which is intended to become a binding
contract if signed by the CO. The request for offer may take the form of a SIR, a
proposed contract, or a purchase order.

e. Changes in SIR Requirements. If FAA's requirements change after release of a SIR, then all
offerors competing at that stage should be advised of the change(s) and allowed to update their
submittals accordingly. However, the SSO may waive a requirement at any time after release of
a SIR, without notifying other offerors, if the SIR states offeror specific waiver requests will be
considered, and the waiver does not affect a significant requirement that changes the essential
character or conditions of the procurement.

f. Common Problems.

(1) Inconsistency among the SIR and related documents. It is critical for the SIR and
related documents to be aligned. It is particularly important for the evaluation plan and
the SIR to be consistent.

(2) Inconsistency Within the SIR. It is important to avoid inconsistencies between the
description of FAA’s requirements, instructions on how to prepare a proposal, and
information related to the evaluation factors. These inconsistencies may be caused by
different groups of people developing the different SIR sections without proper
coordination. Such inconsistencies can result in less advantageous offers, necessitate
changes to the SIR, cause delays, lead to offerors losing confidence in the process, or
result in litigation.

(3) Requesting Too Much Information from Vendors. The instructions for preparing and
submitting proposals should focus on requesting only information necessary for the
evaluation. The SIR requirements, each evaluation factor and subfactor, and the SIR
preparation instructions should be linked. Request only the essential information needed
to evaluate SIRs against the evaluation factors and subfactors and do not ask for
information that will not be evaluated. Instructions that require voluminous information
can cause potential offerors to forego responding in favor of a less costly business
opportunity. Excessively large proposals may increase the time and costs associated with
the evaluation. Proposal page limitations are encouraged, but need to be clearly defined
and tailored to the needs of the acquisition. Focus exclusively on discriminators; failure
to do so compromises the ability to identify the best offeror.

(4) Unnecessary Use of Design Requirements. The description of FAA’s requirements in
the SIR can have a significant impact on a source selection using a tradeoff process. Use
of detailed design requirements or overly prescriptive statements of work statement
severely limits the offerors’ flexibility to propose their best solutions. Functional or
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performance-based requirements provide flexibility and should be used to the extent
practicable. While it may be more difficult to develop evaluation criteria and conduct the
evaluation process using this approach, the benefits warrant it. These benefits include
increased competition, access to the best commercial technology, better technical
solutions, and fewer situations for protests.

g. Ways to Improve the SIR. A multi-disciplined team should develop the SIR. The members
should be stakeholders in the procurement and should continuously coordinate with each other to
ensure consistency of the SIR with other documents such as the evaluation plan. Open
communications with vendors should also be used to improve the SIR and to also promote
understanding of FAA’s requirements. This can be accomplished through various forms of
communication, such as releasing draft statements of work or SIRs, advance procurement
planning briefings for vendors, one-on-one meetings, or conferences with potential offerors.

1.5 Communications with Offerors

a. Communications with potential offerors should take place throughout the source selection
process. During the screening, selection, and debriefing phases of source selection,
communications are coordinated through the CO. All SIRs should clearly inform offerors how
communications will be handled during the initial screening phase. The purpose of
communications is to ensure mutual understanding between FAA and offerors about all aspects
of the procurement, including the offerors' submittals/ proposals. Information disclosed as a
result of oral or written communication with an offeror may be considered in the evaluation of an
offeror's submittal(s). To ensure that offerors fully understand the intent of the SIR and FAA's
needs, FAA may hold a pre-submittal conference and/or one-on-one meetings with individual
offerors. One-on-one communications may continue throughout the process, as required, at the
discretion of the SET.

b. Communications with one offeror do not necessitate communications with other offerors,
because communications will be offeror-specific. Regardless of the varying level of
communications with individual offerors, the CO should ensure such communications do

not give any offeror an unfair competitive advantage. During these and future communications,
as applicable, FAA should encourage offerors to provide suggestions about all aspects of the
procurement. Communications may necessitate changes in FAA's requirements or SIR. Where
communications do not result in any changes in FAA's requirements, FAA is not required to
request or accept offeror revisions. The use of technical transfusion is always prohibited.
Technical leveling, and auctioning techniques are prohibited, except in the use of "commercial
competition techniques."

1.6 Evaluation Factors

a. Evaluation Factors and Subfactors.
(1) Selecting the appropriate evaluation factors and subfactors is key to the
source selection process. The factors and subfactors give offerors an insight into
significant considerations FAA will use to select the best value offer. Structure
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the evaluation factors and subfactors and their relative importance to clearly
reflect the needs of the acquisition. Evaluation factors and subfactors from the
evaluation plan must be in Section M (or equivalent) of the SIR.

(2) Factors and subfactors are definable and measurable in readily understood
quantitative and/or qualitative terms. They also represent the key areas of
importance and emphasis to be considered in the source selection

decision. Factors and subfactors should be limited to the essential elements to
distinguish among the information/offers; i.e., will be true discriminators.

(3) Common evaluation factors are technical, cost/price, past performance, and
small business participation. Other evaluation factors may be appropriate, and
one or more levels of subfactors may be needed.

(4) Steps involved in formulating evaluation factors and subfactors include:

» Conduct market research as a starting point for developing
criteria

* Brainstorm critical factors and subfactors
« Identify key discriminators

* Define the discriminators as evaluation factors and subfactors and
their relative order of importance

* Assess feedback during SIR(s)

(5) Evaluation Weights. Assign relative importance to each evaluation factor and
subfactor. Tailor the relative importance to specific requirements. Use priority
statements to express the relative importance of the evaluation factors and
subfactors. Priority statements relate one evaluation factor (or subfactor) to each
of the other evaluation factors (or subfactors). For example:

“Technical is the most important factor and is more important than all of the
remaining factors combined. Technical is significantly more important than past
Performance. The past performance factor is more important than the cost factor
and small business participation factor combined. The cost factor is more
important than the small business participation factor."

b. Numerical and Adjectival Ratings. When using the tradeoff process, the evaluators assess the
non-cost portion(s) of the offer and associated performance and proposal risks using numerical
or adjectival ratings. The success of an evaluation is not so much dependent upon the type(s) of
ratings used, but rather on the consistency with which the evaluators use them. For this reason,
adjectival ratings must include definitions for each rating so that the evaluators have a common
understanding of how to apply them.
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c. Result of Proposal Evaluation. At the end of an evaluation, the result is each factor and sub-
factor are evaluated, the merits and risks of a proposal are documented and numerical or
adjectival ratings, when appropriate, are assigned.

1.7 Evaluation

a. Conduct Training. Before receipt of proposals, each evaluator should become familiar with all
pertinent documents, e.g., SIR, evaluation plan, and rating scales, etc.. The SET should conduct
training that includes an overview of these documents and the source selection process, with
instructions on properly documenting each offeror’s strengths, weaknesses, and risks. Training
should also include ethics information and the protection of source selection information. This
training is especially crucial when evaluators have little or no source selection experience.

b. Documenting the Evaluation. The SET performs an in-depth, systematic evaluation of
offerors' proposals against evaluation factors and subfactors in the SIR(s). All evaluations must
be documented. While the specific evaluation processes and tasks vary, the basic objective is

to provide information about each offeror's strengths and weaknesses so the SSO can make an
informed and reasoned decision. It is imperative that there be an orderly method for identifying,
recording, and tracking strengths and weaknesses. Also, it is critical that evaluation findings be
supported with narrative statements. Ratings alone are not conclusive data on which to make a
source selection decision. All determinations relating to changes in requirements after release of
the SIR should also be documented in the evaluation report.

c. Assignment and Use of Offeror Code Names. Once proposals are received, the SET should
consider establishing a code name for each of the offerors. This would help protect the identities
of offerors submitting proposals, the proprietary information in their proposals, and the contents
of the evaluation reports and source selection documentation. The code names would be
assigned by the SET and then communicated to all evaluation personnel prior to the start of
proposal evaluation. All SET members, evaluation team members, and support personnel
involved in the evaluation and source selection must then use any assigned code names vice the
actual offeror names in all discussions and in all written documentation and communication
(including the SSO Briefing). The SSO would then not know the actual offeror names until after
contract award. Additional guidance related to the assignment of code names is as follows:

(1) Code names should be based on a series of like items (e.g., states such as Missouri,
Arkansas, and Nebraska for an acquisition with three offerors);

(2) Care should be taken to avoid choosing a series of names where one may be perceived
as more valuable than another (e.g., if using precious metals, Gold may be perceived as
more valuable than Bronze, or if using colors, Red may be perceived more negatively
than Green);

(3) If there are more than three or four offerors, alphabetic characters should be used for
ease of reference (e.g., Offeror A, Offeror B etc.); and

(4) Code names would not be assigned in the following situations:
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e Only one proposal received; or
e Where the names of all offerors competing are publicly known in accordance with
AMS clause 3.2.2.3-72 "Announcing Competing Offerors™ (July, 2004).

Note: Regardless of whether code names are used, SET members, evaluation team members, and
support personnel are responsible at all times for the proper treatment of source selection
sensitive information from the evaluations and/or proposals.

d. Past Performance Evaluations. The past performance evaluators assess the performance risk
associated with each proposal. The final assessment describes the degree of confidence in the
offeror’s likelihood of successful contract performance based on that offeror’s demonstrated
record of performance under similar contracts. (See AMS Procurement Guidance T3.2.2.A.3.c.
for guidance on evaluating past performance.)

e. Cost/Price Evaluations. For fixed priced contracts, the evaluation could be as simple as
assessing adequate price competition and determining prices are fair and reasonable. Fixed
priced contracts also should be evaluated for appropriateness (i.e., consider market prices,
appropriate risk and the possibility of a “buy-in”’) for what is being offered. For cost-
reimbursement contracts, the offerors’ estimated costs should be analyzed for both realism and
reasonableness. The cost realism analysis enables evaluators to determine each offeror’s most
probable cost of performance. This precludes an award decision based on an overly optimistic
cost estimate. Additionally, whenever cost analysis is performed, profit or fee analysis is
conducted. (See AMS Procurement Guidance T3.2.3 for guidance on cost and price
methodology.)

1.8 Selection and Award

a. Decisions. After the evaluators complete their evaluation, the results of the evaluation are
presented to the SSO. The SSO may:

e Make a selection decision (see below);

o Make a screening decision by screening those offerors determined to be most likely to
receive award, thus continuing the screening phase;

o Amend and re-open to initial offerors; or

e Cancel the procurement.

b. Presenting the Evaluation to the SSO. The SET prepares documentation of the evaluation to
present to the SSO. The SSO uses this documentation as an aid when making a decision based
on business judgment about which proposal represents the best value. At the request of the SSO,
the SET may present the evaluation results through one or more briefings.

c. Source Selection Decision. The SSO must document his/her rationale for selecting the
successful offeror. The source selection decision document should explain how the successful
proposal compared to other offerors’ proposals based on the evaluation factors and subfactors in
the SIR, and should discuss the judgment used in making any tradeoffs. If the SSO disagrees
with a findings of the SET, the SSO’s rationale is part of the decision document. When the SSO
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determines the best value proposal is other than the lowest-priced proposal, the decision
document justifies paying a price premium regardless of the superiority of the proposal's non-
cost rating. The justification clearly states the benefits or advantages FAA will receive for the
added price and why it is in FAA's interest. This justification is required even when the SIR
indicates non-cost factors are more important than cost/price. The SSO should consult with legal
counsel to review of the source selection decision document to assure that the decision clearly
articulates the business judgment of the SSO.

d. Awarding the Contract. After the SSO signs the source selection decision document, the CO
executes and distributes the contract, subject to completing other requirements before award such
as Congressional notification.

1.9 Debriefing of Offerors/Lessons Learned

a. Overview. The CO notifies all offerors who participated in the competitive process that they
may request a debriefing within three working days from receipt of award notification. Because
each offeror puts considerable resources into preparing and submitting a proposal, fairness
dictates a prompt debriefing and an explanation of why a proposal was unsuccessful.

b. Purposes of a Debriefing. A debriefing:

o Explains the rationale for the offeror’s exclusion from the competition or non-selection
for award

« Instills confidence in the offeror that it was treated fairly

o Assures the offeror that appropriately qualified personnel evaluated the proposal
according to the SIR and applicable policies and laws

o Identifies strengths and weaknesses in the offeror’s proposal so the offeror can prepare
better proposals in future FAA procurements

o Gives the offeror an opportunity to provide feedback about the SIR process,
communications, and the source selection

e Reduces misunderstandings and reduces the risk of protests

A debriefing is not a:

o Page-by-page analysis of the offeror’s proposal
e Point-by-point comparison of the proposals of the debriefed offeror and other offerors
o Debate or defense of FAA's award decision or evaluation results

The debriefing must not reveal any information prohibited from disclosure or exempt from
release under the Freedom of Information Act.

c. Notification of Debriefing. The CO should inform the offeror of the scheduled debriefing date
by electronic means with return receipt to acknowledge receipt. If the offeror requests a later
debriefing date, the CO should require the offeror to acknowledge in writing that it was offered
an earlier date, but requested a later date instead. This procedure will protect FAA's interests if
the offeror subsequently files a protest.
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d. Debriefing Methods and Location. The CO debriefs one unsuccessful offeror at a time. The
CO selects the method and location of the debriefing. Although face-to-face debriefings are
frequently used, a debriefing may be by telephone or other electronic means acceptable to the
offeror and FAA. It may be burdensome for an offeror to attend in person and the needs of the
offeror should be give due consideration. The CO may provide an advance copy of the
debriefing to the offeror and allow the offeror to provide written questions for FAA to review
before the debriefing.

e. Attendees. The CO selects FAA attendees, and chairs and controls the debriefing. The CO
should ask an offeror to identify all individuals by name and position who will attend the
debriefing. Normally, the CO should not restrict the number of personnel the debriefed offeror
may bring unless there are space limitations. It is important to ensure appropriate FAA
personnel attend for it to be a meaningful debriefing. The CO may rely on SET members to
address specialized areas of the offerors’ proposals. Legal counsel should participate in
preparation and review of the debriefing materials. If the offeror’s legal counsel will attend the
debriefing, FAA legal should also attend. If there are indicators a protest is likely, inform FAA's
legal counsel. However, the CO must not deny a debriefing because a protest is threatened or
has already been filed.

f. Preparing for a Debriefing. The extent of preparation varies with the complexity of the source
selection. Sometimes, preparing debriefing charts is sufficient. Other times, a written script and
dry run rehearsals may be beneficial. Because debriefings are time sensitive, preparation may
begin before proposal evaluation is complete. SET members may assist in preparing debriefing
materials. The CO should brief all FAA personnel who will attend the debriefing on their roles
during the debriefing.

g. Information Provided. In a post-award debriefing, the CO discloses:

» The evaluation rating and significant strengths and weaknesses of the debriefed
offeror’s proposal;

* The debriefed offeror’s total evaluated price/cost and the awardee’s total
evaluated price/cost;

* A general summary of the rationale for the award decision.

h. Handling Questions. Ideally, the CO should get all questions in writing. As a general

rule, FAA personnel should not answer questions “on the fly.” The CO and other FAA
personnel should caucus to formulate a response before providing an answer. At the end of the
debriefing, the CO should advise the offeror that the debriefing is officially concluded. At the
discretion of the CO, questions submitted by the offeror after the date on which the debriefing
was conducted may be answered. However, in such cases, the CO must advise the offeror that
the information is not considered part of the official debriefing (thereby not impacting the protest
time period).

I. Lessons Learned Memorandum. The SET should prepare a lessons learned memorandum. A
lessons learned memorandum is a valuable tool to relay procurement experiences to other
FAA personnel. The memorandum should highlight issues/processes that had a significant
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impact on the procurement and changes that could be made to ensure a more comprehensive
evaluation or more timely award.

1.10 Oral Presentations

a. Introduction. Oral presentations (sometimes referred to as oral proposals) provide offerors an
opportunity to verbally present information they would normally provide in writing. Oral
presentations may be beneficial in a variety of procurements, and are most useful when
requirements are clear, complete, and stated in performance or functional terms. Oral
presentations are ideal for gathering information about how qualified the offeror is to perform the
work, how well the offeror understands the work, and how the offeror will approach the work.
Oral presentations may be conducted in person or via video teleconference. However, a
videotaped presentation does not constitute an oral presentation because it is not a real-time
exchange of information.

b. Scope of the Oral Presentation. Before deciding if oral presentations are appropriate, the SET
must select the evaluation factors. Then the SET should decide whether the information needed
to evaluate these factors can be better presented orally, in writing, or through a combination of
both. Oral presentations can convey information in diverse areas such as responses to sample
tasks, understanding the requirements, experience, and relevancy of past performance. Offerors
should be required to submit briefing materials in advance of the presentations. This allows FAA
attendees to review the materials and prepare any questions. Oral statements cannot be
incorporated into the contract by reference, so any information to be made part of the contract
needs to be submitted in writing. At a minimum, the offeror must submit certifications,
representations, and a signed offer (including any exceptions to SIR terms and conditions) in
writing. The offeror must submit any other factual data, such as cost or pricing data or
subcontract commitments, as part of a written proposal also.

c. SIR Information. If oral presentations are appropriate, the SIR must notify offerors that FAA
will use oral presentations to evaluate and select an offeror for award. The proposal preparation
instructions must contain explicit instructions and guidance regarding the extent and nature of
the process to be used. Instructions should discourage elaborate presentations since it may
detract from the information being presented. At a minimum, include the following information
in the SIR:

e The types of information the offeror must address during the oral presentations and how
it relates to the evaluation criteria

e The required format and content of the presentation charts and any supporting
documentation

e Any restrictions on the number of charts or the number of bullets per chart and how FAA
will handle material that does not comply with these restrictions

e The required submission date for the presentation charts and/or materials

e The approximate timeframe when the oral presentations will be conducted and how FAA
will determine the order of the offerors’ presentations

e Whether any rescheduling will be permitted if an offeror requests a change after the
schedule has been established
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e The total amount of time each offeror will have to conduct their oral presentation

o Who must make the presentation and a requirement that the offeror provide a list of
names and position titles of the presenters

o Whether the presentation will be video or audio taped

« The location of the presentation site and a description of the site and resources available
to the offeror

e Any rules and/or prohibitions regarding equipment and media

o How FAA will treat documents or information referenced in the presentation material but
never presented orally

e Any limitations on FAA-offeror interactions during and after the presentation

e Whether the presentation will constitute discussions

o Whether FAA will use the information in the oral presentation solely for source selection
purposes or whether such information will become part of the contract (which will
require a subsequent written submission of that information)

o Whether the offeror should include any cost (or price) data in the presentation

d. Timing and Sequencing. Because preparing and presenting an oral presentation involves time
and expense, offerors not likely to be candidates for award should not have to conduct oral
presentations. This can be an important consideration with small businesses. When this is a
concern, consider down selections to establish the likely candidates for award before oral
presentations. The SIR should clearly articulate the methodology for down selection. The CO
may draw lots to determine the sequence of the offerors’ presentations. The time between the
first and the last presentation should be as short as possible to minimize any advantage to the
offerors that present later.

e. Time Limits. Establish a total time limit for each offeror’s presentation. It is not advisable to
limit the time for individual topics or sections within the presentation; this detail is the
presenter’s responsibility. If planning a question and answer session, it should be excluded from
the allotted time and set a separate time limit for it. There is no ideal amount of time to be
allotted. Make this decision using business judgment based upon the complexity of the
procurement, experience, and lessons learned.

f. Facility. Usually, the presentations should be at a Government-controlled facility. This helps
guard against surprises and ensures a more level playing field. However, nothing precludes
conducting an oral presentation at an offeror's facility. This may be more efficient if site visits or
other demonstrations are part of the source selection. If using a Government-controlled facility,
it may be made available for inspection and, if warranted, a practice session. Allowing offerors
to get acquainted with the facility will help ensure that it does not detract from the presentation
content.

g. Recording the Presentations. Having an exact record of the presentation could prove useful
both during the evaluation process and in the event of a protest or litigation. The oral
presentations can be recorded can using a variety of media, e.g., videotapes, audio tapes, written
transcripts, or a copy of the offeror’s briefing slides or presentation notes. The SET is
responsible for determining the method and level of detail of the record. If using videotaping,
allow for the natural behavior of the presenters. If slides or view graphs are used, the camera
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should view both the podium and screen at the same time. Place the microphones so that all
communications can be recorded clearly and at adequate volume. Every effort should be made to
avoid letting the recording become the focus of the presentation. The recording, which is
considered source selection information, will become part of the official record. Provide a copy
to the offeror and seal and securely store the master copy of the recording to ensure there are no
allegations of tampering in the event of a protest or court action.

h. FAA Attendance. The CO should chair every presentation. All FAA personnel involved in
evaluating the presentations should attend every presentation.

i. Presenters. The offeror’s key personnel who will perform or personally direct the work being
described should conduct their relevant portions of the presentations. Key personnel include
project managers, task leaders, and other in-house staff of the offeror’s or their prospective key
subcontractors’ organizations. This will avoid the oral presentation becoming the domain of a
professional presenter, which would increase costs, detract from the advantages of oral
presentations, and adversely affect small businesses.

J- Reviewing the Ground Rules. Prior to each presentation, the CO should review the ground
rules with the attendees. This includes discussing any restrictions on FAA-offeror information
exchanges, information disclosure rules, documentation requirements, and housekeeping items.
These ground rules should also be included in the SIR. If the evaluation includes a quiz, the CO
should discuss the related ground rules. For example, whether the offeror may caucus or contact
outside sources by phone before answering. The ground rules should avoid too much

control because it could inhibit the presentation. However, the CO should control all exchanges
during the presentation if discussions will not be conducted.

k. Evaluation of Presentations. Evaluations should be performed immediately after each
presentation. Using evaluation forms will help the evaluators collect their thoughts and
impressions. Evaluators must document the rationale for their evalution conclusions.

Red Line Content: Procurement Guidance:
T3.2.2 - Source Selection

Appendix

Section 1 : Source Selection Guide

1-—Source-Selection- Guide—21.1 ~Introduction

a. Purpose. AMS Policy Section 3.2.2 outlines- requirements for source selection. This guide
contains additional information about processes and techniques for conducting a competitive
source selection. Using the processes in this guide depends on the circumstances of the
procurement-such-as-complexity,-deHarThe value;Contracting ardOfficer resourees(CO)

avatlable-should Y-eu-should-apphyuse prudentbusiness judgment to tailor proeesses-to-fit
thesou rce GFFGHmSI&HGGS—b—D%ﬁ-H}HGHS—‘SHGCtIOH BestA#alae—#te#nase&&mg

based on th&ev&luaﬁen@f—p%&ar@ethepfactors speemed—bysuch FAA—as&#S%ZGlGO
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aspeets-ofcomplexity, the-procurementdollar value, reludingurgency, theand efferers’resources
submittals/propesalsavailable.

Procurement Integrrty -—Persennel—whe—areAct applres to personnel |nvoIved in a-source
selection-a
1). This Act and other srmrlar statutes and regulatrons impose stnngent requrrements related

tefor safeguarding ef-source selection rformatien;and contractor-bid-er proposal information,
and other integrity issues.—\ielation-of-these requirements-could-reswdtThere #rare civil and,lerE

crrmrnal penalﬂes%ea&mafem&w%&kﬁms#endersandest&bhshes quah—fred

the purpese ntegrrty of sereemng—tedeter%newhreheﬁerepprewdeethe bestvalue-solutionfor
aprocurement, particularand procurement-should&#8226160;-Selection-decision—Fhe

determination-byunderstand the Seuree-Seleetion-Official-toprohibitions make-anaward-teand

certification requirements of the efferorproviding-theAct bestvalue-to-the-FAAand similar

statutes and redulatrons J—Seﬁaeeefgam%a&eﬁ——-A—ser\Aee ergam—zatren—reany—ergan&aﬂen—that
. . It“'% “ 2

predueHeamJeader_y D#eeterguestron (oreqawatent—pesmen}eﬁheereqmnn&ergammn
is-the-SSOother fertheissues regarding procurement urderarintegrity Hvestment-program

subjeetshould be directed to the-Joint-Reseurees-Councilegal FRES)counsel preeessassigned

{unless  the JRC otherwise designates an-SSO). - these formal-source selections, the
Gentraeﬂng@#ﬁee%@)—serve&asabusmes&adwseﬂethessgselectlon #er—ereeurements

c. ProedurementBias tntegrityor Conflict of Interest. Personnel whe-are-involved in athe source

selection are subject to the requirements of the Procurement Integrity Act. ~ This Act and
other-simiarstatutes-and-regulations-tmpese-stringentnot have any bias or conflict of interest
that would reguirements-ferimpact safeguardingthe source selection-information,—contractorbid
or proposal information and other integrity issues. Violation of these requirements
eottdEinancial resultinterests in eiviofferors andfor eriminal-penalties—Becemeemployment
famihardiscussions with the-prehibitiens-andofferors eertificationreguirementsare examples of
theAeteand—srm#ar—statutesconflrcts andrregalratlensof interests that may—pertarreteefeer—epeeme

regalatrenste#reelegaleet%eﬁssrgnedt&thewould seureegreclude seleetlen—an AH—persennel
nvelvedemployee from participating in thea source selection-precess-are-responsible-for
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1.2 -Getting Started

a.- Cendueting-Procurement Planning. FheFAA-coerdinates-and-ntegrates-theProcurement
efforts-of all-persennelrespensibleferplanning should start when FAA identifies a proeurement

threughneed a-comprehensiveprecurementplanfor supplies or services. Fhe-purpose-of
theEarly planisto-satishyand effective planning helps EAAZsensure needs -the-mestare

satisfied with effective;the econemicaland-timehy-mannerright product or service and should

address how FAA will manage the procurement . Procurement planning should start
shep-=A0 - Hept-HesaheedHo—sup s lesandiorseps et

b Perf-ormmgLMarket Research Market research IS the flrst step |n procurement pIannmganel—rs
, a.- Itis
the process of coIIectlng and analyzing mformatlon about capabllltlesamthm theproducts,
marketservices, that-can-satisfyor practices within EAAZsthe needsmarketplace.- Market
research-isInformation key-to-determining-whetherfrom market research shapes a eemmercial
item-can-meet EAAZsprocurement needsstrateqy and to-identifying-associated-commercialother
practices-aspects Market-researchof a wilprocurement, significanthy-rflueneesuch as the
developmentstatement of the-Performance-\Work-Statementwork, the-selection-of-evaluation
factors, eentracting-and-seurce-selectioncontract methedstype, and the amount and type of
information to be requested in a screening information request (SIR). The extent ef-market
research-and the-degree to which you should document the results wivary-dependingof market
research envaries, saehbased on factors such as urgency, estimated dollar value, complexity,
and past experience._ In some cases, one person wican conduct be-able-to-conductal-ofmarket
research but for more complex therequirements, reguired-marketa team research-effort may be

appropriate.  ether(See easesAMS Procurement Guidance T3.2.1.2, ateam-effertMarket
Research and isAnalysis, apprepriate-for more information)

c. ExamplesSource Evaluation Team of(SET). Source Marketevaluation Researehshould be a
multi-disciplined, team Feechniqueseffort.-&#8226160; ;As Useappropriate, general-sources-of
infermation-avatlablethe team should include representatives from thefunctional marketareas
placesuch as contracting, Geveramentsedreesprogram/technical, legal, logistics, and theuser
naternet-organizations.&#8226160; CentactT he knewledgeable-individualsregarding-market
capabitities-andsize and composition of the SET businessPractices;=varies, Reviewdepending
on the resultsnature of recent-marketreseareh;-requirement. &#8226160; Query\Whether
Governmentthe and/team is large or eemmercialsmall, databases=it Publish-formalrequestsfor
nfermationshould be structured to ensure #teamwork, unity of purpose, and appropriate
techntealercommunication among seientificjournalsthe erbusiressteam members pubhications;

throughout the process.&#8226160; ConductinterchangeA meetings-er-heldkey to selecting

pre-submittalpersonnel eenferences:—~is Participateidentifying experience,
interactiveeducation, en-hineand eommunication;business and-technical skills required for the

evaluation.&#8226160; RewviewRequired eatatogsskills and preduetexperience Hterature:
Fershould merebe infermation;defined seewith F3-2-3-2;,enough Market-Research-andflexibility
to allow Analysissubstitution of training for experience._
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d. Seleeting-the-EvaluationSupport Methodelegy-Personnel-. One efOnce the first-stepsin
designingaprimary procurementstrategyevaluation team is teidentified, determine-the-most

effective-evaluation-methodelogy-to-useadditional support personnel may be desired or
required.- H-many-procurements, isi-the FAAExamples of such personnel &#8217160;s-best

aterest teinclude administrative support, librarian/document-control eensiderpersonnel, awared

te-etherand information technology thansupport.

e. theKey lewestpriceMembers and effererResponsibilities.- Ynder

(1) thisSource proeess;Selection yeuOfficial. evaluateThe bethSSO:

Ensures eestthe {erselection priee)process andis renr-eestconducted

factorsproperly and award-the-centractaccording to the-effererapplicable

policies propestrgand laws

Establishes the combination-of factorsthatSET and ensures the

representsteam has the bestskills, valueexpertise, basedand enexperience

to perform the evaluation

Ensures eriteria—actual Censidertheor apparent ren-eestconflicts

strengths-andof interest weaknesses;are risks;avoided

Ensures and-the-cestpremature or unauthorized {erdisclosure pricejof

offered-in-eachsource selection information prepesal-is Fheavoided
Approves seuree-selection-officialthe evaluation criteria (§S6)and

willplan,and seleetensures the suceesstulSIR efferorby-apphyingis

consistent with histherboth

Concurs businesswith judgmentthe CO’s decision to determinerelease the

propesal-thatSIR represents(if the bestvalueteSSO is other than the

FAACO)

Makes down-select decisions

Makes Lowthe priced;final technically-acceptable-may-be-bestsource

selection decision for an valdeaward, whenand ensures the FAA-would

notrealize-anyrationale is documented before contract valseaward

(2) fremSource aEvaluation prepesalTeam. exceedingT he theteam:

Drafts EAA’sevaluation minimum-techniealcriteria and
reguirements:plan

Drafts 4aSIRs sueh-aand ensures ease;an youin-depth may-establish
eertainreview of each standardsSIR

Selects that-a-prepesaladvisors to the mustieam, meetas tenecessary
Conducts be-censidered-technicalya comprehensive review
aceeptable-and Fhe-award-mustthen-be-made-toevaluation of proposals
against SIR requirements and the lewestapproved price;evaluation
technicalbycriteria

Prepares aceeptablethe efferer-necessary H-sueh-aitems for discusions
seenarie;with aofferors, propesalif weuldapplicable
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o Prepares netreeeiveand submits anythe evaluation additional-credit

forreports to the exceedingSSO
o Briefs the establishedSSO, standards-as requested

e

o Responds Establishingto the-SeureeEvaluationTFeamspecial instructions
from the (SEF)-SSO

o

o Provides Overview—-information Seurce-evaluation-should-befor
debriefings of unsuccessful aofferors
o Prepares multi-disciphineda teamlessons effert-learned Fhe-team-should

includerepresentativesmemorandum after completing the source
fremselection

(3) apprepriateContracting funetionalOfficer. areasThe suehCO:

o Serves as contracting;the technical,SSO legisties;(unless tegakotherwise
proegramdesignated)

o Acts management;as and-userthe business erganizations—advisor Fhe-size
andto the SSO eompesition(if efnot the SEFSSO)

© o0 willl vary depending upon the requirements of each
controls communications with vendors and issues written
acguisition—communication Whetherto thevendors

« Participates teamduring #sscreening, targeselection, erand
smalhdebriefing i-sheuld-be-structuredphases of source selection to
ensure teamwerk;fair unitytreatment of purpeseall offerors

o Issues letters, andpublic apprepriateannouncements, eperSIRS,

communicationameng-the-team-membersSIR amendments and other

procurement threugheutdocuments
o Chairs theall precess-required debriefings

f.&#8226160; KeyAdvisors. Members-ofthe Team: The CO traddition-to-theserves as a
business SSOG;advisor andto the SOSSO (if- the CO is not the-SSO-{see-the-distinctionin-the
definition-of the- SSO-at-1-1.cabove). Additionally, legal counsel, smaH-business-advisors,-and
technical experts, may-serve-as-SSOor small business specialists agwisers-may advise Hthe
nengovernmentalSSO. If non-Governmental advisors- are part of the teamSET, the SIR-should
must include notice ef-nrengoveramentalabout paFHerpaHen—thelr&#sz-Z&GO participation
Relesin andthe Respensibiitiesevaluation. Non-Government efthe-Seuree-Selection-Official
and-Seurce-EvaluationTeamadvisors must not have any organizational conflict of interest.

Seureeq. SelectionRequired OffictalCertificates. The SSO wilka—Ensureand the-propereach
SET eenduetmember (including e#theae&reesupport personnel and seleetionadvisors)
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proeecessmust andsign nondisclosure make-the-final-seuree-selectionof information and conflict
of deeistoninterest certificates.-b

h._ EnsureAdministrative thatConsiderations. the Each evaluationprocurement planvaries,
anrdbut administrative evaluation-eriterta-areneeds may include eensistentfacilities for
evaluators and discussions with theofferors, regquirementssecurable efstorage space the-SIR
andfor source selection apphieablematerials, and pehiey-—€-other Conreurwith-theitems such
as releasecomputers, efspecial thesoftware, phones, copiers, sehicitationetc.d.

1. EstablishHandling Source theSelection Information.

(1) SET and-apprevemembers must thehandle proposal and evaluation plan—e-material

Ensure-thatpersonnelin a manner consistent with the “For reguisiteOfficial skills;Use
expertiseOnly” or, andas experienceappropriate, te-exeeute-thea higher security
evaluationclassification. plan-are-appointedto-theThe SET should establish sufficient
SETfsafequards Approveto protect the dewnseleetmaterial determinations—g-whether
Ensure-that-conflicts-ofit is in their interest;possession or the-appearance-thereof it areis
avoided-—h-being Ensuredisseminated, thatreproduced, prematuretransmitted, or
unautherized-disclosure-ofstored. seureeAdditionally, procedures selection-information
tsshould be established aveided—for Ensureproper thatdisposal of the seurceselection
processmaterial when it is eonducted-irno acecordancelonger

withrequired. appheable(See pehey,AMS laws-andregulationsProcurement Guidance
T3.413.-Seleet-thel.A.7, successfulRecords effererRetention, and ensure-thatFAA
suppertingOrder rationale1350.15C isRecords deeumentedOrganization, i-before
eontractTransfer and Destruction awardStandards).

- Source EvaluationTeam - The Teamwilba-Conduet  acomprehensive

review-and-evaluation-of propesals-against-thelntegrity Act precludes individuals from

knowingly disclosing source selection SIR{s)}requirementinformation and the-approved
evaluationcontractor bid or eriteria—b-proposal Braftalinformation before SiRs:

e-award of Seleetadvisersa contract to thewhich team.the asinformation neeessary-
drelates. EnsureHowever, anthe in-depthSSO review-and-evaluationmay authorize

release of each-SIR-—e—Prepare-and-submit-the-teamsource evaluationrepertsselection
information to theother SSO-—f.authorized BriefGovernment personnel thewho

S§SO;have assigned regquested—g-a Respendnon-disclosure testatement, speciat
instructionsfrom-theprovided the release would SSOG-h-not Preparejeopardize the

necessary-Hemsinteqrity feror negetiation—successful Provide-informationfor
debriefingscompletion of the procurement ef(when unsuecessfulthe offerors—-release

Prepare-alessenslearned-memerandumis after the SIR is afterissued, eompleting-the
seureebut before contract seleetienraward).

s

|. OfficerSecurity Responsibilities.. Fhe-Centracting-OfficerAll SET members wilka.are Serve
asresponsible for the SSOsecurity in-most instancesof source selection {seeinformation. SS6In
definition)y—b-complex Aetsource asselections, the-businessit may adwiserbe beneficial to the
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SSO-anddesignate members of SEF—&the Coerdinate-communicationsSET to
with-industryoversee and eontrelwritten-documentationperform issved-tesecurity control
tndustry—dfunctions. Participate-duringSecurity sereening;procedures seleetion;may and
debriefing-phasesalso be needed effor the source selection to-ensure-fair-treatmentofal
offerers—e—ssuephysical lettersfacilities, pubhe-announcements;such SiRs;as a SIR

amendmentssign in and etherprocurement-documents—fout Chairlog, alidentification to
requiredaccess debriefings—Adsethe seearea, visitor F3-22(e.AQ.7,-Seuree
Seleetionmaintenance/service Feampersonnel) respensibitities-control,&#8226160;
AebisralbveSubpor-Considerabions: SAospecessitlsonreeselectonreguirescareiul
planning of the administrative requirements needed  to supportthe SSO
access.- Each-acquisition wil-varyA in-terms-ofsecurity briefing for the-administrative-support

requirements ; however, the following checklist contains some  potential
requirements:-used &#8226160;-Adequateto emphasize facHitiesthat {teeach neludemember:

o Is spaeeresponsible for security of the evaluatersevaluation and relatedproposal
meetingsmaterials and-for diseussions-withother source efferers)-selection
Considerand whetherproprietary information related to the facHitiesprocurement

o Isareknowledgeable of, anand adegquate-sizewill adhere to, capable-of
segregatinggoverning security procedures eemmittees;and
comfortable;requlations

o Will properly-furnishednot discuss, seedrecommunicate,-eisabled aceessible;or
andotherwise deal on elesematters related to suppert-services-sueh-asthe source
selection with eepiers;any restreems;individual and-eatingnot faciities—assigned
by&#8226160;-Seeuritythe eontrolsSSO, suehand as-tdentification-badges-and

aceessthen only within appropriately secure centrolareas

o

o Will Seeure-storage-space-forproposalsand-seurce-selectionchallenge any
apparent unauthorized person within the physical matertalslocation of the

evaluation

1.3&#8226160;-Apprepriatecomputer Evaluation hardwarePlan and seftware
andSelection Methodology

a. relatedEvaluation suppert-Plan.&#8226160; AdeguateThe evaluation plan outlines the

telephonespeople, faesimieschedule, maehinesprocess, eepierscriteria andfer other printing
servicesinformation relevant leeated-into seeureevaluating areasofferor responses to a SIR, and
Audiofthe VideoTFeleconferencing-capabHities-that-can-be-seeuredbasis for selecting an offeror

for award.-&#8226160; Adequate-officelt supphes—=is Lodgingand-transportation-for-persennel
en-temperaryapproved before receiving responses to a SIR duty—+3requesting :screening

Evaluationor Plana.gualification Purpeseinformation. The evaluation plan is a-reguired-and
vital-planning-document-thatsource identifies-theselection sensitive geatsinformation, efso it the
acquisition-and-deseribes-hewmust not be disclosed it to evalbateanyone venderresponses-to-a
SiR-and-seleetnot authorized by the SSO to receive the winning-offeror(s)—b-

Formatinformation.-Jse-prudent-businessjudgment-to-tatlor theThe size and detail of yeurthe
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evaluation plan is based upenon the complexity of the aequisttion—procurement, Atbut at a
minimum; it shewld-addressincludes:

Name of the SSO and SET members;
~Fhe-proposed-evatuation

Evaluation factors-and-subfacters, thel-relative importance; andof asseetatedfactors,
and standards {Seetienfor M):-rating&#8226160;-Otherofferors infermation
relatedagainst the tefactors (SIR thesection seureeM)

Basis for selection-_ and award

eb._ Aeeess-toeSelection Plan-Methodology. Fhe-planis-seurceselectionDesigning a
procurement strateqy includes ifermationan effective evaluation

methodology. ¥eu-mustDepending ret-diseloseon the seureecircumstances, seleetion
informationto-anyit may be in perserEAA’s petbest interest authorizedto either:

(1) Award to receiveother than the infermationlowest-priced offeror. Under this
method, both Nermalhycost/price erbyand SEFnon-cost/price membersfactors are and
personnel-fromassessed based on the responsibleevaluation eentractingcriteria,
activityand the withSSO aselects the need-to-know-are-autherized-aceess-toofferor
proposing a combination of these factors representing the planbest value to FAA. - The
SSO_considers mustnon-cost appreve-aceessstrengths and teweaknesses, anryenerisks,
outsideand thecost/price SET-and-thefor each offeror recipient{s)and applies must-sign
abusiness judgment to nren-diselosureselect agreement-the offeror representing the best
value.

(2) GeneratingAward the-evaluationto the plarlowest-priced, feratechnically acceptable

servicesofferor. This typemethod may Seurce-Selection-offers-some-unigque-challengesto
organizations-and-to-the SSO-condueting-thebe the best value when FAA would not

realize any value from a proposal evaluation-exceeding minimum technical
requirements. As with-al-seureeThe SIR establishes seleetions;certain erganizations

should-take-great-care-in-providing-qualified-persenneltostandards that an offeror must
meet to be considered technically theacceptable. SSO;An knewledgeable-irofferor does

thenot receive type&ef—semeesrbemqanv additional credit for acguiredexceeding the

priced Reeep#Ev&lHauentechmcallv ofacceptable Submﬁt&lsofferor

1.4- Screening Information Request (SIR)

-a. Purpose. -The FAA obtains effersinformation and offers from vendors through-the-issuanee
of a SIR. The SIR includes information necessary for the-offerors to understand what the-FAA
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is buying, what information FAA-mustto provide, and how venderresponses to-the-SHR-will be
evaluated. The success of a procurement is directly linked to the quality of the SIR. A well-
written SIR-wil:

ccili

o Facilitates a fair competition;=tmit

o Limits criteria to discriminators that add value;-seleasly

o Clearly detatdetails information required from vendors——elearhyidentify
o Clearly theidentifies evaluation and award criteria;=eenvey

e Conveys a clear understanding of FAA’s requirements-

b. The SIR Process.-_ For a given procurement, the-FAA may make a selection decision after one
SIR, or the FAA-may have a series of SIRs (with a screening decision after each one) to arrive at
the selection decision.- This wiH-dependprocess depends on the types of products andor services
to be acquired and the specific source selection approach-ehosen-by-the-service

organization. Generally, when multiple SIRs are contemplated, the initial SIR should request
general information, and-future subsequent SIRs should request successively more specific
information. Initial SIRs need not state firm requirements, thus allowing the-FAA to convey its
needs to offerors in the form of desired features, or other appropriate means. However, firm
requirements ultimately wit-beare established in all contracts.

c. SIR Contents. Each SIR should contain the following information:

2

o Paper Reduction Act number OMB-Ne-—2120-0595-on the cover page;=

« A statement identifying the purpose of the SIR (request for information, request for offer,
establishment of a QVL-and-sereening);-&#8226160;0r screening)

o A definition of need;—=

o Arequest for specific information (with specific page and time limitations, if applicable);

o A closing date stating when submittals must be received in order to be considered or
evaluated;—=

o Evaluation criteria (and relative importance, if applicable);—=

« A statement informing offerors how communications with them will be conducted during
the screening;-and-»

e An evaluation/procurement schedule (including revisions, as required)-

d. Categories of SIRs.

(1) Qualification Information. Qualification information, used to qualify vendors and
establish qualified vendor lists (QVLs), should be requested enhy-i-it-is-intended
thatwhen thea resultant QVL will be used for multiple FAA procurements. -Qualification
information screens-fer- those vendors-that-meet-the meeting FAA's stated minimum

capabilitiestreguirements-to be-gualified/ requirements to- provide a givenproduct-or
service.  Allvendors that meet the FAA's qualification requirements will be
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listed-on-the-appropriate- QVforthestated-preductsproduct or servicesservice.-_Once

qualification information is requested, received, and evaluated ir-accerdance
withaccording to the evaluation plan, a QVL will-beis established for the given
product/service- and vendors meeting FAA's gualification requirements are listed on

the QVL. (See AMS Procurement Guidance T3.2.2.3.-Complex-and-Noncommercial
Seuree Seleetion,-for more information on QVLs.)

(2) Screening Information. Screening information allows the-FAA to determine which
offeror(s) are most likely to receive the award, and ultimately which offeror(s) will
provide the-FAA with the best value.- The screening information requested in the SIR
should focus on information that directly relates to the key discriminators for the
procurement.

(3) Request for Offer.- A request for offer is a request for an offeror to formally commit
to provide the products or services required by the-aeguisitierREAA under stated terms
and conditions. -The response to the request for offer is a binding offer, which is intended
to become a binding contract ifiwhen-itis- signed by the CO. -The request for offer may
take the form of a SIR, a proposed contract, or a purchase order.

e. Changes in SIR Requirements. If; FAA's requirements change after release of a SIR,there-is
a-change-in-the- FAA'srequirement(s); then all offerors competing at that stage should be advised
of the change(s) and afferded-an-eppertunityallowed to update their submittals accordingly. Fhe
SSOHowever, has-autherity-tethe SSO may waive a requirement at any time after release of a
SIR, without notifying other offerors, whereif the SIR states that-offeror specific waiver requests
will be considered, and the waiver does not affect a significant requirement that changes the
essential character or conditions of the procurement.

f. Common Problems.

(1) Inconsistency among the SIR and related documents. Between the-SIR-and-Related

Deeuments —It is critical-that-there-be-alignmentbetween for the SIR and related

documents: to be aligned. _It is particularly- important-that-there-be-consisteney
between for the evaluation plan and the SIR _to be consistent.

=(2) Inconsistency Within the SIR—. Partietdarbylt is treublesemeareimportant to

avoid inconsistencies between- the deseriptionsdescription of the- FAA’s requirements,
instructions on how to prepare a proposal, and information related to the evaluation
factors-and-sub-facters. -These inconsistencies may-resut frombe caused by different
groups of people developing the different SIR sections without proper

coordination. Such inconsistencies can result in less advantageous offers, necessitate
changes to the SIR, cause delays-ir-the-acguisition, lead to offerors losing confidence in
the process, or result in litigation.

=(3) Requesting Too Much Information from Vendors. ~The instructions for preparing
and submitting proposals are-eritical-to-anshould focus on requesting
acguisition-only information Fheredsnecessary a-Hnkfor the betweenevaluation.
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The SIR requirements-and-objectives, each evaluation factor and subfactor, and the SIR
preparation instructions_should be linked.- Request only the essential information needed
to evaluate SIRs against the evaluation factors and subfactors-_and Bedo not ask for
information yeuthat dewill not intend-te-evaluatebe evaluated. Instructions that require
voluminous information can cause potential offerors to forego responding te-the
soheitation-in favor of a less costly business opportunity.-Furthermere;

excessively Excessively large proposals may increase the time and costs associated with
performing-the evaluation.- Proposal page limitations are encouraged, but need to be
clearly defined and tailored to the needs of the acquisition.- _Focus exclusively on
discriminators—;Fature failure to do so compromises the ability to identify the best

prepesalofferor.

+(4) Unnecessary Use of Design Requirements. —The way-yeupresentdescription theof
FAA’s requirements in the SIR can have a significant impact on a source selection using

the a tradeoff process. -Use of detailed design requirements or overly

prescriptive- statements of- work- statement severely Hmitlimits the offerors’ flexibility to
propose their best solutions.- tastead;yvou-sheuld-usefunetionalEunctional or
performance-based requirements teprovide theflexibility and should be used to the extent
practicable. -While it may be more difficult to develop evaluation criteria and conduct the
evaluation process using this approach, the benefits warrant it. These benefits include
increased competition, access to the best commercial technology, better technical
solutions, and fewer situations for protests.

g. Ways to Improve the SIR-.&#8226160; A multi-disciplined team should develop the SIR. The
members should be stakeholders in the acguisitionprocurement and should continuously
coordinate with each other to ensure consistency of the decument—-SIR Promete
understandingwith other efdocuments such as the FAAevaluation plan.&#8217160;s

reguirements threughOpen communications with industry-vendors Fhiseanshould also be
accomplished through use of various communication forums such as Contract
Oppertunitiesto improve the SIR and to also promote understanding of
notices;FAA&#1608217 ;briefingsforindustry.s one-on-enerequirements. meetings-of
conferences-with-petential This can be accomplished through efferers—various frfermation
technologyforms of facihitatescommunication, distribution-of-the SIR-and-asseciatedsuch as
releasing draft statements of deeuments—work Bependingor enSIRs, yeuradvance

reguirements;procurement you-may-findplanning briefings for #vendors, beneficialone-on-one
temeetings, use-oral-presentationsor conferences with (Seepotential £43H)offerors.

1.5 Communications with Offerors

a.-Poliey-Overview. Communications with aH-potential offerors should take place throughout
the source selection process.- During the screening, selection, and debriefing phases of source
selection, communications are coordinated withthrough the Contracting-OfficerCO. -All SIRs
should clearly inform offerors how communications will be handled during the initial screening
phase.-b-_ The purpose of communications is to ensure there-are-mutual
understandingsunderstanding between the-FAA and the-offerors about all aspects of the
procurement, including the offerors' submittals/ proposals. -Information disclosed as a result of
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oral or written communication with an offeror may be considered in the evaluation of an offeror's
submittal(s).—Fe_To ensure that offerors fully understand the intent of the SIR {and the-FAA's
needs-stated-therein)-the-, FAA may hold a pre-submittal conference and/or one-on-one meetings
with individual offerors. One-on-one communications may continue throughout the process, as

required, at the discretion of the service-erganizationSET.

b. Communications with one offeror do not necessitate communications with other offerors,
stneebecause communications will be offeror-specific.. Regardless of the varying level of
communications with individual offerors, the CO should ensure-that- such communications do
not-afferd give any offeror an unfair competitive advantage. During these and future
communications, as applicable, the-FAA should encourage offerors to provide suggestions about
all aspects of the procurement-{AMS-3.2.2.3-1-2.2)—¢. Communications may necessitate changes

inthe- FAA's requirements or semenmg—m#ermaﬂen—#eqaest—ésee—AMS

requirements, th&FAA IS not required to request or accept offeror revisions.- The use of technical
transfusion is always prohibited. Technical leveling, and auctioning techniques are prohibited,

except in the use of_nen-cemplex’‘commercial competition techniques{see- AMS-3:2.2.5:3).""
1.6 Evaluation Factors-and-Subfactors, Weights, Numerical-and-Adjectival Ratings

a. Evaluation Factors and Subfactors.

(1)-Overview- You-mustplaceSelecting the appropriate evaluation factors and
subfactors from the evaluation plan into Section M (or equivalent) of the

SIR: Youwilluse the factors-and subfactors  to-select the response that
represents- the best-value-to-thesource FAAselection process. -The factors and
sub-faetorssubfactors give the-offerors an insight into the-significant
considerations thatyyeuFEAA will use in-seleetingto select the best value offer-and

SeleetingStructure the

help-them to-understand the source selection process.
eorrect-evaluation factors and subfactors is-the-mestimpertant-decision-n-the
evatuationand their relative importance to clearly reflect the preeess-needs

of Strueture-the evaluationacquisition. Evaluation factors and subfactors and

theirrelative-tmportance-to-clearly-reflectthe-needsfrom the evaluation plan
must be in Section M (or equivalent) of yeuraeguisitionthe SIR.

(2) Factors and subfactors -are&#8226160;-Are-definable and measurable in
readily understood quantitative and/or qualitative terms;-.&#8226160;
RepresentThey also represent the key areas of importance and emphasis to be
considered in the source selection decision;. Factors and
subfactors&#8226160;should Arebe limited to the essential elements that-wil
enable-yeu-to distinguish among the- information/offers; i.e., will be true
discriminators.

(3)-Structure-of EvaluationFactors: -Common evaluation factors are eest{er
priegjtechnical, teehniealcost/price, past performance, and small business

participation.-Additionaly;_ asOther appropriate;evaluation yeufactors may have
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otherevaluationbe factersappropriate, andfer may-use-one or more-_levels of
subfactors_ may be needed.

(4) Steps trvehvedinvolved in Fermulatingformulating Evaluation
Faetorsevaluation factors and Subfacterssubfactors include:

 Conduct market research as a starting point for development
ofdeveloping criteria-t-orderto-maximize-competition:

* Brainstorm critical factors and subfactors-
* Identify key discriminators-

* Define the discriminators as evaluation factors and subfactors and
their relative order-_.of importance-

* Assess feedback during SIR(s)

(5) Evaluation Weights. Yeu-must-assigrAssign relative importance to each
evaluation factor and subfactor.- Tailor the relative importance to yoeurspecific

requirements. Use priority statements to express the relative importance of the
evaluation factors and subfactors.-_ Priority statements relate one-evatuation
evaluation factor (or subfactor) to ‘each of the other evaluation factors (or

subfactors).(6)-Sample-Priority-Statement. For example:

“Technical is the most important factor and is more important than all of the
remaining factors combined.- Technical is significantly more important than
Rastpast Performance. - The Past-Performancepast performance ‘Faeterfactor is
more important than the Cest Factercost factor and the Small 1 Business
Participation-Factorbusiness participation factor combined. The Cestcost
Factoerfactor is more important than the SmaHsmall Business-Participation
Faetorbusiness participation factor.2"

b. Numerical and Adjectival Ratings. When using the tradeoff process, yeu-evaluatethe
evaluators assess the non-cost portion(s) of the offer and associated performance and proposal
risks using numerical or adjectival ratings-. The success of an evaluation is not so much
dependent upon the type(s) of ratings used, but rather on the consistency with which the
evaluators use them. -For this reason, adjectival ratings must include definitions for each rating
so that the evaluators have a common understanding of how to apply them.€

c. Result of Proposal Evaluation. At the end of an evaluation, the result must-be-that-is each
factor and sub-factor are evaluated, the merits and risks of a proposal are documented and
numerical or adjectival ratings, when appropriate, are assigned.

1.7-Fhe- Evaluation-Preeess
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a.- OverviewConduct Training. Fhe-SEF-willBefore receipt of perfermproposals, areach #-
depthevaluator should become familiar with all pertinent documents, systematice.q., SIR,
evaluation plan, and rating scales, etc.. The SET should conduct training that includes an
overview of these documents and the evaluationfactorssource selection andprocess,
subfactorswith setinstructions on ferth-i-theproperly documenting each SIR{offeror’s)
strengths, weaknesses, and risks. UsingTraining theshould also evaluatieninclude
faetorsethics information and subfactersthe wilprotection of source selection

information. This training is especially crucial when evaluators have little or no source
selection experience.

b. Documenting the Evaluation. The SET facHitateperforms an eguitablein-depth,
impartialsystematic and-comprehensiveevaluation of evaluatienofferors’ proposals against
evaluation factors and subfactors in the SIR(s). _All evaluations must be documented. While
the specific evaluation processes and tasks wiH-vary, the basic objective-remains is

eenstantto provide information --about teeach offeror’s previde-the-SSO-with-irfermation
testrengths and weaknesses S0 the SSO can make an mformed and reasoned
seleetiondecision. : A

weaknesses. It is |mperat|ve that there be an orderly method for th&telentmeatten entlm g

repertingrecording, and tracking deficieneies-strengths; and weaknesses.- Using-evaluation
forms-can-ease the- administrative burden assoctated-with-these tasks.  Whatever method

you-useit is impertantcritical that yeu-support-the-evaluation findings be supported with
narrative statements.- AH-evaluations-must-be-documented. -Ratings alone are not conclusive
data tpenon which to make a source selection decision. -Alse-al All determinations relating to
changes in requirements after release of the SIR mustshould also be documented in the
evaluation report.

bc._ CenduetAssignment Pre-proepesatand FrainingUse of Offeror Code Names. PrierteOnce
receipt-of propesalsproposals are received, eachthe evaluaterSET should beeemeconsider
famitiarwith-alpertinentestablishing a code name deeuments;for e-geach of the offerors._This
would help protect the identities of offerors submitting proposals, the SIRproprietary
information in their proposals, and the contents of the evaluation plan;reports and
ratings-source selection documentation. Yeu-sheuld conducttraining-that-includesan-overview
of these-documentsThe code names would be assigned by the SET and the-seureethen
selectiorncommunicated preecess;to with-tratning-en-howall evaluation personnel prior to
properlythe document-eachstart of proposal evaluation.&#8217160;s strengths;All
weaknessesSET members, deficieneiesevaluation team members, and
risks-support Fratringpersonnel shoute-matehinvolved in the eententsevaluation efthis-guide
and-sheuld-also-inelude-ethiestratrtrgand source selection must then use any assigned code
andnames vice the pretection-ofseurce-selectionactual offeror names in fermation-all
discussions and in all written documentation and communication (including the SSO
Briefing). Fhis tratning-is-especially-erucial- when-there-are-evaluaters-with-neprierThe SSO
would then not know the actual offeror names until experieneeafter contract
award. WhenAdditional usirgguidance related to the tradeoffassignment proeess;of
identificationcode names is as follows:
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(1) Code names should be based on a series of strengthslike items (e.q.,
weaknessesstates such as Missouri, fisksArkansas, and deficienciesNebraska is

erdcialfor an beecause—acquisition with three offerors);

theseu%eeeeleeﬂenCare should be taken to avoid choosmq a series of names Where one
may be perceived proeessas more valuable than another (e.q., if using precious

metals, Gold Fhey-provide-the-framewerkforanymay be perceived as more valuable
resultantthan Bronze, deliberations-andor if debriefings-using colors, Red may be
perceived more negatively than Green);

(3) If Specific-information-on-therelative-strengthsandthere are more than three or four
weaknessesofferors, is-thealphabetic characters basisshould be used for tradeoff
anahysis-andease of reference the(e.q., seureeOfferor selectionA, deeistonOfferor B

etc.); and

(4) Code names would not be assigned in the following situations:

o« Only one proposal received; or
o« Where the names of all offerors competing are publicly known in accordance with
AMS clause 3.2.2.3-72 ""Announcing Competing Offerors"* (July, 2004).

Note: Regardless of whether code names are used, SET members, evaluation team members,

Propesals-containing-deficienciesand support personnel are ineligibleresponsible at all times for

awardthe unlessproper treatment of source selection sensitive information from the
deficienciesevaluations areand/or reselvedproposals.

ed. Past Performance Evaluations-._The past performance evaluater{s)evaluators assess the
performance risk associated with each proposal. The final assessment describes the degree of
confidence you-have-in the offeror’s prebabHityflikelihood of successful contract performance
based on that offeror’s demonstrated record of performance under similar contracts. (See AMS
Procurement Guidance T3.2.2.A.3.c. for guidance on evaluating past performance.)

de. Cost-{er-/Price} Evaluations-._For fixed priced contracts, the evaluation ean-could be as
simple as consideration-efassessing adequate price competition and ensuringdetermining
prices- are fair and reasonable. Fixed priced contracts also should be evaluated as-te-theirfor
appropriateness (i.e., consider market prices, appropriate risk and the possibility of a “buy-in”) as
tefor what is being offered. For cost-reimbursement contracts,yveu-analyze- the offerors’
estimated costs should be analyzed for both realism and reasonableness. The cost realism
analysis enables-yeu evaluators to determine each offeror’s most probable cost of
performance. This precludes an award decision based on an overly optimistic cost

estimate. Additionally, whenever-you-perferm- cost analysis:yeu alse-performis

performed, profit or fee analysis_is conducted. -(See AMS Procurement Guidance T3.2.3 for
guidance on cost and price methodology.)

1.8 Selection and Award
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a._ OverviewDecisions. After the evaluators complete their-final- evaluation, the results of the
evaluation wiH-beare presented to the SSO. The SSO may-either:

® 2

Make a selection decision (see -below);

o

o Make a screening decision by screening those offerors determined to be most likely to
receive award, thus continuing the screening phase;

o

« Amend and re-open to initial offerors; or

2

e Cancel the procurement.

b. Presenting the Evaluation to the SSO. The SET is+espensibleforpreparing-the
prepares documentation of the evaluation ferpresentationto present to the SSO. The SSO wit

wseuses this documentation as an aid when making a decision based upon-exercising-prudent
on business judgment as-teabout which proposal represents the-“Best best Waluevalue.” At the
request of the SSO, the SET-ean may present the evaluation results-by-means-ef through one or
more briefings.

c. Fhe-Source Selection Decision. The SSO must document his/her rationale for selecting the
successful offeror. The source selection decision document should explain how the successful
proposal compared to other offerors’ proposals based on the evaluation factors and subfactors in
the-sehieitation SIR, and should discuss the judgment used in making any tradeoffs. tn-the-event
that]f the SSO disagrees with a finding{s)findings of the SET, the SSO’s rationale is part of the
decision document. When the SSO determines that-the best value proposal is other than the
lowest-priced proposal, the decision document justifies paying a price premium regardless of the
superiority of the proposal’s non-cost rating. The justification clearly states-what the benefits or
advantages the-FAA isreceivingwill receive for the added price and why it is in the-FAA's
interest-to-expend-the-additional-funds. This- justification is required even when the SIR
indicates that-non-cost factors are more important than cost-{e+/price}. The SSO should consult
with legal counsel in-to review of the source selection decision document to assure that the
decision clearly articulates the business judgment of the SSO.

d. Awarding the Contract. After the SSO- signs the source selection decision document, the
Contracting-OfficerwillCO exeeuteexecutes and distributedistributes the contract(s)-,
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{Congressionalsubject netification-may-berequired—seeto completing other requirements
before award F3-33-1:A3)such as Congressional notification.

1.9 Award-Netification-and-Debriefing of Offerors/Lessons Learned

a. Overview. The Centracting-OfficerCO notifies all offerors who participated in the competitive
process thatwrthm%hreeweﬁqngdays#enweeapmﬁawaretnenﬂeanen _they may request a

notification. Because each offeror puts considerable resources into preparing and submitting a
proposal, fairness dictates that-yyoupromptiya debrief-offerorsprompt debriefing and explairan

explanatlon of Why a proposal was unsuccessful irmel%and#}epeug#debnetmg&merease

b. Purposes of a Debriefing. A debriefing:

Explains the rationale for the offeror’s exclusion from the competition or non-selection
for award;

« Instills confidence in the offeror that it was treated fairly;

2

o Assures the offeror that appropriately qualified personnel evaluated theirthe proposal i
aceordanceaccording withto the SIR and applicable fawspolicies and regulations;laws

2

« ldentifies strengths and weaknesses in the offeror’s proposal so the offeror can prepare

better proposals in future FAA procurements:+Reduces-misunderstandings-and-reduces
the risk of protests: and
o Gives the offeror an opportunity to provide feedback-regarding about the SIR process,

communications, and the source selection-

Reduces misunderstandings and reduces the risk of protests

A debriefing is not a:
~A-page

e Page-by-page analysis of the offeror’s proposal;=~-A-peint
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e Point-by-point comparison of the proposals of the debriefed offeror and other offerors:-o¢
e
e Debate or defense of-the- FAA's award decision or evaluation results-

The debriefing must not reveal any information prohibited from disclosure or exempt from
release under the Freedom of Information Act.

c. Notification of Debriefing. ¥euThe CO should inform the offeror of the scheduled debriefing
date by electronic means with immediatereturn acknewledgment-receipt reguestedto
acknowledge receipt. If the offeror requests a later debriefing date, yeuthe CO should require
the offeror to acknowledge in writing that it was offered an earlier date, but requested thea later
date instead. This procedure will protect-the- FAA's interests if the offeror subsequently files a
protest.

d. Debriefing Methods and Location. ~Y-ed The debriefCO debriefs one unsuccessful offeror at a
time. The Contracting-OfficerCO selects the method and location of the debriefing. Although
face-to-face debriefings are frequently used, a yeudebriefing may alse-conducta-debriefingbe by
telephone or other electronic means acceptable to the offeror and FAA. It may be burdensome
for an offeror- to attend in person and the needs of the offeror should be aﬁerdedgl due
consrderatlon . 8 ated-at-a aHa

weleeeen#erenee— ¥euThe CO may provrde an advance copy of the debrleflng to the offeror and
allow the offeror to provide written questions for the-GevernmentEAA to review priertobefore

the face-to-facetelephoneorvideo-teleconference-debriefing.

e. Attendees.-&#8226160; The CO selects FAA Persennelattendees, and chairs and controls
the debriefing. The Centracting-OfficerCO should ehairsask an offeror to identify all
individuals by name and eentrelsposition who will attend the debriefing. ardNormally, seleets
FAAthe CO attendees:should not Hsrestrict the #pertantnumber of personnel the debriefed
offeror may bring unless there are space limitations. for It is important to ensure appropriate
FAA personnel attend se-thatfor it is-ato meaningfulbe debriefing-a meaningful Fhedebriefing.
Contracting-OfficerThe CO may rely on Sedrce-EvaluationTFeamSET members to address
specialized areas of the offerors’ proposals. egal-counsel mayLegal counsel should participate
in preparation and review of the debriefing- materials. Alse; If the offeror’s legal counsel
sheuldwill attend the debriefing, whentheFAA legal efferer>sshould legalalso

counselattend. wit-attend: +a-the-eventlf there are indicators-that a protest is likely, inform
your FAA's legal counsel. However, the Centracting-OffieerCO must not deny a debriefing
because a protest is threatened or has aIready been filed. —-—Debﬂefed—Qﬁfefer—PePsGHHel—The

f. Preparing for a Debriefing. The extent of preparation-recessary- varies-considerably- with the
complexity of eachthe aeguisitionsource selection. Sometimes,+nerehy- preparing debriefing
charts is sufficient. Other times, a written script and dry run rehearsals may be

beneficial. Because debriefings are time sensitive, preparation may begin before proposal
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evaluation is complete. Seuree-EvaluationFeamSET members may assist in preparing debriefing
materials. The Contracting-OfficerCO should brief all FAA personnel who will attend the
debriefing on their roles during the debriefing.

Q&heHn#e%maHaMeEnsu%&&MeamngﬁuLDebneﬁng—ln a post award debrlefmg
diselesediscloses:

* The evaluation rating and significant strengths and weaknesses of the debriefed
offeror’s proposal:;

* The debriefed offeror’s total evaluated price/cost and the awardee’s total
evaluated price/cost:;

* A general summary of the rationale for the award decision.

ih. I:essens%eamedHandlmg MemeFandquuestlons A—Iessens—leamedrmemerandﬁmm

mereﬂmelyawapd_o should alse%&add#essed—l—k@éeeem%yand—%merme#@ermderaﬂens

m#epmanen—Felafeed—te—me—pmeaFement—should&#%mO éhequel-be-knewledgeablaef—and
adhere%e—gevemmgseeumynot ppeeedwesranelanswer guestions mgalaﬂens—&#S%Z%ZZO Will

eeﬁ#mﬁe@#%@#essewmn&sde&m#mﬁemﬂmn—eenﬂ% efThe mteresPCO and rques
of conduct-d—Handlingother ef-Seurce-SelectiorEAA personnel should

Materials:.caucus -Handle-propesal-and-evaluation-materialto #aformulate a manner-consistent
with “For Official Use Onlv™ orcas appropriate. . ahigher security classification
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providing an answer._ -Establish-sufficientsafeguards-to-protectthe-materialwhetherH-isAt

the pesses&enend of the Seu#ee%vatuattenleammembepseer—m%emgdtssemmated

Iransfer;and—DestF%HenétahdaFds—eéeeemtyef—PhyﬂealCO Faemtte&should 4#mere
. may eadvise the seeurity
efofferor that the seu#eedebrlefmg seleetteanhweaHaelhttesw off|C|aIIv concluded These

pfeeeéa-resa—%ppfewagguestlon Vl-S-l-tG'FS—tG ubmltted by the £ael-l+t+es—aﬂd—-—eeﬂéueﬂﬁ-g
security inspections and spot checks. f. Responsibilities. Al Source Evaluation
Team-members-are responsible for the security-of source selection-iformation.In-complex
seereeseleeﬂens—ﬁnaybeheneﬁetat%de&gnat&eer&amdate membepsrefon which the

M , ~debriefing Fhese
dutleswas conducted may be eeHater&Ldutte&eefeHMmedeﬂe&eﬁhetemmembet;l—l%

p&eﬁerpate&&d—le&m—-—l%ﬁeeeﬁ&aeter—eepeﬂsCO te—augmentmust adVISe the Source
Evaluationofferor Feam-assuring-therethat the information is ne-erganizational-conflictof

HierestHoeessary-bring-trexpertise fromoutside of own-organization:
sthe H-expertiseofficial debriefing dees(thereby not exist-then-move-acquisitiorimpacting the
protest time elsewhereperiod).

€i. Freedom-from-Bias-er-ConflictLessons ef-taterestLearned Memorandum. SSO-members
mustnothave any biases-or confhiets of-interest  thatwould-impact the source selection
proecessSET should prepare a lessons learned memorandum. Finaneialinterests-in-offerors-and
employment discussions-with-offerors-are-examples-of conflicts-of  interests-that- would
preclude-an-employeefrom-participating-in-a-seureelessons learned memorandum is a valuable
tool to relay procurement experiences seleetion—€-t0 Suppertother PersonnelEAA -Onee-you
eopk e e coe s o Lo feenn e e nersonnel e e desired o

LogHroel armplecebrchpepienneireSdbi b e b et e
suppertmemorandum administrative-suppertshould highlight {e-g-issues/processes fer
briefingthat had eharts;a evaluatiensignificant werksheets;impact ete);=0n Seecurity
eustediansthe procurement and speeial-seeurityichanges (“eyesthat enly“could messages)be
personnck. e Librarian/document-control  personncl.e Reproduction  support,
smore Visual-atdscomprehensive evaluation andfor vides-suppertpersonnel<Information
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pepsennelt mely award.

1.2210 Oral Presentations

a. Introduction.- Oral presentations (sometimes referred to as oral proposals) aHewprovide
offerors an opportunltv to verbally present mformatlon thaHhey would normally prowde in

Feal—nmeexehang&ef—w#e;maﬂen—Oral presentatlons may be benef|C|aI ina varlety of
acguisitions—heyprocurements, and are- most useful when the-requirements are clear-and,

complete, and-are- stated in performance or functional terms. Oral presentations are ideal for
gathering information related-teabout how qualified the offeror is to perform the work, how well
the offeror understands the work, and how the offeror will approach the work. Oral
presentations may be conducted in person or via video teleconference. However, a videotaped
presentation does not constitute an oral presentation because it is not a real-time exchange of
information.

b. Scope of the Oral Presentation. -Before you-can-decidedeciding if oral presentations are
appropriate-fer-a-given-acguisition, yeuthe SET must select the evaluation factors-and
subfactors.- Then the SET should decide whether the information-yeu-reed needed to evaluate
these emenafactors can be better presented orally-e¥, in writing, or through a combination of
both-means. You Oral canneot-incorporate-oral-statementspresentations can convey information
in thediverse eontractbyareas such referenee;as se-any-Hfermationresponses to sample
youtasks, understanding wantthe terequirements, beexperience, made-partand relevancy of
thepast eentractperformance. reeds-teOfferors should be submitted-r-writirg-required to Ata
minimum,-the-offerormust-submit briefing eertifications;materials representations;in and-a
stghedadvance of the efferpresentations. sheetThis {ireludingallows any-execeptiorsEAA
attendees to thereview EAA’sthe termsmaterials and eenditions)prepare -writirgany
guestions. Oral Additienatlys-asstatements a+ule-efcannot be incorporated thamb;into the
offeror-must-submit-other-hardconiract databy (“facts"yreference, such-aspricing-er-costing
dataso and-centractualany information eemmitments;to asbe made part of the written
propesal—Oralcontract presentations-can-convey-informationneeds to be submitted in sueh
diverse-areaswriting. asrespensesAt a teminimum, samplethe tasks;offeror understanding-the
requirementsmust submit certifications, experieneerepresentations, and relevaney-efa
pastsigned perfermanee-offer (including Reguire-efferorsany exceptions to submitSIR their
briefingterms and materialsconditions) in advaneewriting. eftheThe offeror presentations-must
submit any other Fhisfactual willdata, aHew-FAA-attendees-an-opportunity-to-reviewsuch as
cost or pricing data or thesubcontract commitments, materials-and-prepare-any-associatedas
part of a written guestionsproposal also._

c. ReguestforPrepesalSIR Information. If oral presentations are appropriate, yeu-mustthe SIR
must notify offerors-in-the-SIR- that-the- FAA will use oral presentations to evaluate and select

thean eentracterofferor for award.- The proposal preparation instructions must contain explicit
instructions and guidance regarding the extent and nature of the process that-wilio be
used. Bisecouragelnstructions should discourage elaborate presentations since theyit may
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detract from the information being presented. At a minimum, include the following information
in the SIR:

e The types of information the offeror must address during the oral presentations and how
they-relateit relates to the evaluation criteria;=

o The required format and content of the presentation charts and any supporting
documentation;-=

e Any restrictions on the number of charts or the number of bullets per chart and how
youFAA will handle material that does not comply with these restrictions;—=

e The required submission date for the presentation charts and/or materials;—=

o The approximate timeframe when the oral presentations will be conducted and how
youFEAA will determine the order of the offerors’ presentations;—=

o Whether any rescheduling will be permitted if an offeror requests a change after the
schedule has been established;=

e The total amount of time each offeror will have to conduct their oral presentation;—=

e Who must make the presentation and a requirement that the offeror provide a list of
names and position titles of the presenters;—=

e Whether the presentation will be video or audio taped;—=

e The location of the presentation site and a description of the site and resources available
to the offeror;—=

e Any rules and/or prohibitions regarding equipment and media;—=

o How yeuFAA will treat documents or information referenced in the presentation material
but never presented orally;—=

« Any limitations on FAA-offeror interactions during and after the presentation;—=

o Whether the presentation will constitute discussions;—=

e Whether youEAA will use the information in the oral presentation solely for source
selection purposes or whether such information will become part of the contract (which
will require a subsequent written submission of that information);-and-»

o Whether the offeror should include any cost (or price) data in the presentation-

d. Timing and Sequencing.- SireeBecause preparing and presenting an oral presentation involves
time and expense,-yeu-do-nret-want-to-require- offerors whe-are-not likely to be sertous-candidates
for award-te should not have to conduct oral presentations. -This can be an important
consideration with small businesses. -When this is a concern, consider down selections to
establish the-serious likely candidates for award priertebefore oral presentations. The andSIR
should clearly articulate-ir-the-SIR- the methodology for deing-sedown selection.- The
Contracting OfficerwillCO oftenmay draw lots to determine the sequence of the offerors’
presentations.- The time between the first and the last presentation should be as short as possible
to minimize any advantage to the offerors that present later.

e. Time Limits. Establish a total time limit for each offeror’s presentation. -It is not advisable to
limit the time for individual topics or sections within the presentation; this detail is the

presenter’s responsibility.- If yyeuare-planning a question and answer session, exelude-it should
be excluded from the allotted time and set a separate time limit for it. There is no ideal amount
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of time to be allotted. Make this decision using-prudent business judgment based upon the
complexity of the acquisition-and-your-own-{or-others)procurement, experience, and lessons

learned.

f. Facility. Usually-yeu-wit-want-to-conduet, the presentations at-afaetityshould yeu-eanbe at

eentrok.a Government-controlled facility. This helps guard against surprises and ensures a more
level playing field.- However, nothing precludes yeu-frem-conducting an oral presentation at an
offeror's facility.- This may be more efficient if site visits or other demonstrations are part of the
source selection. If yeu-are-using a Government-controlled facility, make-it may be

made available for inspection and, if warranted, a practice session. -Allowing offerors to get
acquainted with the facility will help ensure that it does not detract from the presentation content.

g. Recording the Presentations. Having an exact record of the presentation could prove useful
both during the evaluation process and in the event of a protest or litigation.- Y-eu-canrecord-the
oralThe oral presentations can be presentationsrecorded can using a variety of media;, e.g.,
videotapes, audio tapes, written transcripts, or a copy of the offeror’s briefing slides or
presentation notes. -The SSOSET is responsible for determining the method and level of detail of
the record. If yeuuseusing videotaping, allow for the natural behavior of the presenters.- If
slides or view graphs are used, the camera should view both the podium and screen at the same
time. -Place the microphones so that all communications can be recorded clearly and at adequate
volume.- Every effort should be made to avoid letting the recording become the focus of the
presentation. The recording, which is considered source selection information, will become part
of the official record. Provide a copy to the offeror and seal and securely store the master copy
of the recording to ensure there are no allegations of tampering in the event of a protest or court
action.

h. FAA Attendance. The Contracting-OfficerCO should chair every presentation. -All ef-the-FAA
personnel involved in evaluating the presentations should attend every presentation.

i. Presenters. The offeror’s key personnel who will perform or personally direct the work being
described should conduct their relevant portions of the presentations.- Key personnel include
project managers, task leaders, and other in-house staff of the offeror’s or their prospective key
subcontractors’ organizations. This will avoid the oral presentation becoming the domain of a
professional presenter, which would increase costs, detract from the advantages of oral
presentations, and adversely affect small businesses.

J. Reviewing the Ground Rules. Prior to each presentation, the Gentracting-OfficerCO should
review the ground rules with the attendees. -This includes discussing any restrictions on FAA-
offeror information exchanges, information disclosure rules, documentation requirements, and
housekeeping items. These ground rules should also be included in the seheiationSIR. If youthe
are-usingevaluation includes a- quiz-as-part-ef-yeurevaluation, the Centracting-Officerneeds
teCO should discuss the related ground rules. -For example, eanrwhether the offeror may caucus
or contact outside sources by-eeH- phone before answering?. AveidThe teo-much-control-and
regulation-sineeground rules should avoid too much #control because wilit could inhibit the

exchange-ofinfermationpresentation.- However—f-you-intend-to aveid-diseussionsHowever, the
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Contraeting-OfficerCO should control all exchanges during the presentation_if discussions will
not be conducted.

k. Evaluation of Presentations. Evaluations should be performed immediately after each
presentation.- Using preprinted-evaluation forms will help the evaluators collect their thoughts

and impressions. -Remember-even-H-you-use-preprinted-forms,evaluators-haveEvaluators te

prewvidemust document the rationale for their evalution conclusions.
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